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Cover: Executives inspect “dummy” offices of Connecticut General Life 


@ They pre-test new offices to make sure they’re right! 
Bieta Management announces plans for Annual Yearbook issue 


@ Principles, not machines, lead to systems improvement 
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64 
Calional Accounting Machines save us $100,000 a year... 
return 112% annually on our investment.” 


—CONVAIR DIVISION of GENERAL DYNAMICS CORP. 
‘Builder of the World's Most Advanced Aircraft.” 


“Our National Accounting Machine System 
at San Diego returns us $100,000 a year in 
reduced operating costs. This saving repays 
the cost of our National System every year. 


“It gives us other savings, too, by furnish- 
ing prompt information that permits inven- 
tory reduction, reduction of shortages, and 
a much better control of both production 
and commercial inventories. 


THE NATIONAL CASH REGISTER COMPANY, pvavron 2, on10 


“All in all, we estimate that total savings 
repay about 112% annually on our invest- 
ment. We are enthusiastic about the effi- 
ciency of our dependable National System, 
and are expanding its use in other sections 
of our organization.” 


WWF T3. cow’ 


Vice President, Convair 


977 OFFICES IN 94 COUNTRIES 


In your business, too, National ma- 
chines will pay for themselves with 
the money they save, then continue 
savings as annual profit. Your near- 
by National man will gladly show 
how much you can save—and why 
your operators will be happier. 


*TRAGCE MARK REG U S PAT. OFF. 7 


UWalttonal 


ADDING MACHINES - CASH REGISTERS 


FOR MORE INFORMATION USE READERS' INQUIRY COUPON ON PAGE 93. 
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“Thanks for the 


order, Ed. We'll ship 
it to you today.” 


“Inventory’s low on 


both items. We'll need 


a hundred of each 
by Tuesday.” 


“We need some more 
information right now. 
Let’s call the home office!” 


Get it done now 
by Long Distance 


Whether the job is selling, purchas- 
ing, administration or anything else, 
Long Distance is ready to help you get 
it done fast. 


So use Long Distance regularly to 
keep in touch with out-of-town cus- 
tomers and prospects—and with your 
own sales force, branch offices and other 
company units. It’s easy to do. Per- 
sonal. Low in cost. And it gets results. 


You'll find that’s true whatever you 
make, whatever you sell. Thousands of 
firms have proved it. We have many 
specific suggestions based on their ex- 
perience and we'd like to pass them 
along to you. Just call your Bell Tele- 
phone Business Office. 


LONG DISTANCE RATES ARE LOW 


Here are some examples: 


New York to Philadelphia. ...... 50¢ 
Baltimore to Pittsburgh.......... 80¢ 
St. Louis to Cincinnati........... $1.00 
Atlanta to Chicago. ............ $1.35 
Los Angeles to Detroit.......... $2.35 


These are the daytime Station-to-Station rates for the first 
three minutes. They do not include the 10% federal excise tax. 


CALL BY NUMBER. IT’S TWICE AS FAST. 


BELL TELEPHONE SYSTEM 
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Combining the beauty of wood 
with the strength of steel. 


Walnut grained plastic 
top and genuine wal- 
nut drawer housing 
with steel frame and 
steel drawers. 


Mac ely Towler NEW YORK: 305 EAST 63rd STREET - TEmpleton 8-5900 


BOSTON: 150 CAUSEWAY STREET + Richmond 2-1800 
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ONE more field of office activity 
—office planning—benefits from 
the scientific approach by pilot 
testing new offices before they 


are constructed. Here members 
of the Connecticut General Life 
Insurance Company Building 
Committee inspect part of the 
mock-up office which that com- 
pany is using for testing pur- 
poses. Left to right: Irving G. 
Bjork, company vice president; 
Bruce Hayden, committee secre- 
tary; Frazar Wilde, Connecticut 
General president, and Phil 
Dorrance, of the Turner Con- 


struction Co. Story on page 20. 
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Office Methods, Equipment, Personnel, and Purchasing 
Sponsor of the “Office of the Year” Awards 
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ood Days 
the Office 


‘8 HARTER 67-T 
; EXECUTIVE 
POSTURE CHAIR 
¥ This chair helps you work, comfortably. New, compact design 


lets you move about freely without bumping your desk. Puts 
: you close to your work without straining or sitting on edge. 


And the Harter 67-T gives you the same kind of comfort 
you'll find in large chairs—seat and back tilt together in 
perfect synchronization. You can lean back and relax without 
your feet leaving the floor. 


You'll find, too, 5 adjustments that are essential for the chair 
to fit you personally. This chair encourages good posture 
to help you resist fatigue. 


Seat and back provide the cool comfort of foam rubber and, 
re yet, the compact overall dimensions give you a chair that makes 
working a pleasure. A free trial of the Harter 67-T in your 
own office will prove it. 


Write for informative booklet, “Posture Seating Makes 
Sense.” We'll send name of your nearest Harter dealer. 


932 Prairie, Sturgis, Michigan 
In Canada: Harter Metal Furniture Ltd., Guelph, Ontario 


: MAURER “cuarrs 


STURGIS, MICHIGAN 
FOR MORE INFORMATION USE READERS’ INQUIRY COUPON ON PAGE 98. 


HF HARTER CORPORATION 


Plans progress for October 
National Business Show 
Preparations for this year’s National 
Business Show are settling into their 
final stages. The Show will be held, 
as was last year’s, in the 69th and 71st 
Regiment Armories in New York. 
Rudolph Lang, managing director 
of the show, expects a greater display 
of interest in the exhibits than ever 
before. He pointed out that last year’s 
exposition, which had to be held a 
month earlier than usual, attracted 
more than 88,000 visitors from all parts 
of the country. Of these, 25,000 came 
from points outside New York City 
and its immediate vicinity. This year, 
he said, the show will be back in its 
customary October spot and should not 
have to contend with holidays and heat 

waves. 

One of the features of the exposi 
tion will be what officials described as 
“the largest display ever held of du- 
plicating and reproduction equipment 
and related supplies.” Mr. Lang stated 
that “fifty-five percent of last year’s 
audience was interested in this aspect 
of modern office work and expressed 
an immediate need for equipment to 
solve problems in this field. The 
growth of interest in ‘quick-copy’ 
methods has been phenomenal in the 
past three years.” 


Globe-Wernicke is purchased 
by Toledo metal firm 

The Globe-Wernicke Co., manufac- 
turer since 1882 of steel office equip- 
men, including desks, filing equipment 
and supplies, and other products, has 
been sold to The City Auto Stamping 
Co. of Toledo and will function as a 
newly incorporated subsidiary of that 
company. It will retain its name. 

The sale was authorized by stock- 
holders at a special meeting in August 
and was to be consummated on August 
31st. Included in the transaction were 
Globe-Wernicke’s property and assets, 
goodwill and company name. These 
represent a $6,000,000 investment on 
the part of City Auto Stamping. 

Not included in the purchase was 
Globe-Wernicke’s real estate, which is 
located in Norwood, Cincinnati; how- 
ever this property is being leased with 
the privilege of purchase by the new 
owners of the company. President 
R. Herman Hammer of Globe-Wer- 
nicke said there would be no change in 
management. The operational organi- 
zation of approximately 1,100 employ- 
ees will continue in Norwood. 
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At $800 a week, the company’s top man is 
a real bargain. He works hard at the right 
things, gets a lot accomplished. 

At $80 a week, this plant electrician 
(Sam’s his name) is an extravagance — 
because he doesn’t have enough to do. 

Sam totes his tool box into a number 
of departments each day. Sometimes he 
finds work, sometimes he doesn’t. When 
the reports come in (two weeks later), 
there’s no sure way of telling whether he 
pulled his weight or not. He’s chalked up 
to “overhead” ... and a potential bit of 
profit gets lost in a catch-all figure. Year 
after year. 

How to get your money’s worth out of 
Sam ? With Keysort punched-card account- 


ing. Keysort will give you a daily break- 
down of indirect labor (including main- 
tenance) by department. Knowing the 
facts on time, you can keep costs on target 
by spotting wasted man-hours, pinning 
down undue fluctuations. 

A McBee Keysort installation can give 
you comprehensive, accurate reports on 
every phase of factory operation, and 
give them to you fast. On your desk 
monthly, weekly, daily — depending on 
your needs. Whether yours is a payroll of 
thousands or a 100-man branch plant. At 
remarkably low cost. 

The nearby McBee man can show you 
how it’s done. Jt will take him one hour, 
from start to finish. Phone him, or write us. 


McBEE 


Punched-card accounting for any business 


Manufactured exclusively by The McBee Company, Athens, Ohio * Division of Royal McBee ‘Corporation 
Offices in principal cities * In Canada: The McBee Company, Ltd., 179 Bartley Drive, Toronto 16, Ontario 
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Seeburg music 


Wherever your business is located—in a large 
city, a suburb or a small town— you can have 
the benefits of a Seeburg Music System. 
The Seeburg Plan. Highlight of this unusual 
plan is a LEASE-PURCHASE agreement 
covering all the equipment. Nominal monthly 
payments apply toward your eventual owner- 
ship of the entire system. 

The Seeburg Music. Another distinctive fea- 
ture of this modern music service is the 
Seeburg Background Music Library. Every 
selection has been arranged and pro- 
grammed for work and atmosphere use. 


FACTORIES OFFICES 


goes anywhere 


A al 


— 


The Seeburg High Fidelity Music System. 
Nucleus of the system is the world-famous 
Select-O-Matic mechanism with capacity of 
400 selections of music. And, it’s high fidelity 
all the way. So now, background music and 
high fidelity reproduction become one and 
the same thing. 

Paging Service. A complete, efficient, easy- 
to-use paging and public address system is 
included. 

Use with Existing Sound System. You'll be 
happy to learn how simply you can add See- 
burg music to any existing sound system. 


HOTELS AND CLUBS STORES 
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The Seeburg Library Unit in modern, attractive, self-contained limed oak cabinet. 


The Seeburg Background Music Library. Monthly refresher service. The Seeburg Custom Unit, mounted on sliding metal tracks for 
Pressed for Seeburg by RCA Victor Custom Record Department. neat, compact, built-in commercial and industrial installations. 


J. P. Seeburg Corporation, Chicago 22, Illinois. 
Please send information on Seeburg Background Music 
Service. 


SEEBURG | 
Background Music Servite \\ company..........c00cccccccsecsesseseeserseeees 


J. P. Seeburg Corporation, Chicago 22, Illinois 


COPR. 1955 SEEBURG MUSIC LIBRARY. Inc 
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LtAGeSs 


Record Keeping 
Papers 
and Index Cards 


“Make your records and 
keep your records easily” 


SAYS KING COTTON 


The paper used in keeping records in your 
business is the least expensive part of the 
job. Yet having the right paper can mate- 
rially increase accuracy and save hours of 
clerical costs. The 24-page free booklet illus- 
trated above may help you these ways: 


PARSONS MECHANO FORM 


Ledger and Index-Bristol — 
Made with NEW Cotton Fibers 
One of America’s most widely-used 


os 
— 


1. Decide how long your records and doc- 


uments should be kept. 

Set up a records control system. 

Find out what grade or quality of 
paper is required for the use you give 
it. 

Buy record-keeping gad and card 
stock most economically, 


Use “color control” to increase accu- 
racy in keeping your records. 


Sending for this free booklet now may save 
your organization hundreds of hours of cler- 
ical time. Simply complete the coupon — no 
cost or obligation. 


record-keeping papers, Mechano 
Form Ledger, is made in white and 
six colors, 13 sizes and four weights. 
Mechano Form Index-Bristol is in 
white and seven colors, five sizes and 
four weights. The colors in paper and 
card match for “color control” —a 
ig time-saver for various types or 
classes of records or copies. In eco- 
nomical Mechano Form you can get 
paper or card as toug': or stiff as you 
need it, and practically any shape or 
size without waste. It’s made to 
match the needs of both machine and 
hand bookkeeping. Mechano Form 
will not “dog-ear” at corners, dis- 
color or anaes from erasure, and 
ink will not “run” on its fibers. Ask 
your printer or paper merchant. 


PARSONS PAPER 


COMPANY 
More than 100 Years at Holyoke, Massachusetts 


© ppc 1955 


Parsons Paper Company, Dept. 55, Hotyoxe, Mass. 


Please mail me, without cost or obligation, your booklet, “How to Get 
What You Need in Record Keeping Papers and Index Cards.” 


Name 


(Please Print) 


Organization 
or Company 


Street 


City 
or Town 


State 


September, 1955 


In Short— 


Ditto keeps work force despite 
suburban move 

Ditto, Inc. reports that 87 per cent 
of its 500 employees expect to stay with 
the company when it moves next year 
from downtown Chicago to suburban 
Lincolnwood. Ditto President Ken- 
neth M. Henderson pointed out that 
the move has been expected for some 
time, making it easier for employees 
to plan their personal readjustments. 


Marchant wins merit award for 
annual report 

For the eleventh consecutive year, 
Marchant Calculators, Inc. has won 
a Merit Award in the competition 
sponsored by Financial World, invest- 
ment and business magazine, for cor- 
porate reports noteworthy for “distin- 
guished achievement in annual report- 
ing” and for modernity of format and 
typography. 


A new idea: employee-owned 
air conditioners 

The General Services Administration 
has announced a plan whereby its em- 
ployees can install air conditioners in 
government buildings at their own ex- 
pense and obtain a small leasing fee 
from the government. Employees _re- 
tain title to the equipment, but the 
government will provide electricity 
and will keep the equipment in repair. 
The plan is expected to make life more 
comfortable in buildings without cen- 
tral air conditioning. 


Aetna Steel moves sales offices to 
New York 

Aetna Steel Products Corp. has an- 
nounced the removal from Jamestown, 
N. Y. to 730 Fifth Ave., New York, of 
sales offices and sales executive person- 
nel handling Arnot Partition-ettes, Ar- 
not Office-ettes, and Arnot modular 
furniture components. 


Stevens Institute plans computer 
training program 

A series of evening studies to train 
technical men from business and in 
dustry in the principles and operation 
of computers will get under way at 
Stevens Institute of Technology, Ho- 
boken, N. J., this fall. The part-time 
program is considered to be the first 
of its kind to be offered by an educa- 
tional institution; it is designed to 
make possible the training of persons 


(To page 13) 
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Getting there is half the fun 


Going places? Then let the world know about it. The office that’s equipped with 


Royal executive and secretarial furniture is telling the world that it’s 
on its way... that it’s far enough toward its goal to provide employees and executives 


with the very finest equipment possible. Everybody, from client to customer 
to clerk, notices this attention to detail. Do your executive offices 
reflect your own progressive thinking? If not, look into Royal furniture . . . 


a wise investment in personnel and public relations. 
Royat Metar Manuracturinc Company ¢ 175 North Michigan Avenue « Chicago 1, Illinois 


Offices and plants from coast to coast 


for additional helpful ideas, turn this page .. . 


professional furniture 
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No. 1210 Executive Chair 


The seat of good judgment...designed for a 
man of impeccable good taste. Large seat and 
back are firmly molded with 6” of foam 
rubber—upholstered in rich Royal-Point 
fabric. Seat is flexible...raises, lowers and 
swivels at any height. Back is also adjustable. 
Plastelle enamel finished frame is ruggedly 
constructed. Internal mechanism crafted with 
watch-like precision. 


Look to 


No. 1250N Executive Chair 


Here’s a chair that heralds the position of 
every V.I.P. Built for man-size comfort, the 
wide, richly padded seat and adjustable free- 
floating back is tailored to perfection. Coil 
spring seat raises from 17” to 23”. All 
welded square tube frame is as strong as 
steel...features convenient island type base. 
Neatly upholstered armrests. 


Royal Metal Furniture Company, Dept. 19 
175 No. Michigan Ave., Chicago 1, Illinois 


Please rush me the new illustrated folder on your 
distinctive line of executive chairs. 


Address 


Zone___State 


No. 1230N Executive Chair 


With dignity and masculine simplicity, Royal 
has crafted this streamlined executive chair. 
24 unit hourglass coil spring seat is lavishly 
padded and mounted on all-welded steel 
frame. Tilt and swivel mechanism is adjust- 
able for personalized contour comfort. Sturdy 
island base complete with rubber kick-plates. 
Upholstered arm rests are poised on Plastelle 
finished frame. 


professional furniture 


1276N Posture Chair 


Royal's deluxe posture chair was designed to 
promote top efficiency through healthful con- 
tour comfort. Shaped backrest is mounted on 
sturdy steel upright for back support and is 
adjustable 4 ways. 244” thick foam rubber 
seat can be raised from 17 to 23 inches... 
swivels at all heights. All welded steel base 
finished in Plastelle enamel. 


No. 1265N Secretarial Chair 


Smart styling with comfort where it counts... 
in foam rubber seat and 4-way adjustable 
backrest. Generous seat capacity gives full, 
firm support to stout or petite worker. Back- 
rest is mounted to compression action that 
follows every body movement. Steel frame 
finished in attractive Plastelle enamel. Sturdy 
base features molded rubber scuff guards 
and ball bearing casters. 


designed to facilitate modern business 
in form... function... and economy. 


900N Arm Chair 


A matching companion piece to No. 1230, 
this model was designed to complement a 
distinctive decor. All welded steel frame ac- 
centuates the neat upholstery of Super Tuftex 
...a@ guaranteed vinyl plastic fabric. Seat, 
featuring coil spring, is fully padded along 
with backrest. Complete with upholstered arm 
rests. Overall dimensions: 21” x 23144”. 


No. 913-N Side Chair 


A matching side chair of fine quality. All 
metal, all welded square tubular steel frame, 
with leg braces for extra strength. Up- 
holstered, replaceable flex-spring seat. Note 
flared legs, which protect back from marring 
wall. Seat, 1644” x 16”; back, 14” x 10”; 
overall, 1614” x 1934”. Plastelle enamel finish. 


METAL FURNITURE SINCE ‘97 


ROYAL METAL MANUFACTURING COMPANY - 175 No. Michigan Ave., Chicago 1, Ill. 


Factories: Los Angeles « Michigan City, Ind. « Plainfield, Conn. « Warren, Pa. + Walden, N.Y. 
Southfields, N.Y. « Galt, Ontario 
Showrooms: Chicago « Los Angeles + San Francisco « New York City 


Authorized dealers everywhere 
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concerned with the subject without re- 


quiring them to take time off from 


their regular jobs. 


Telecast of labor-management 
arbitration to be shown to 
AMA conferees 


A feature of the Personnel Confer- | 


ence to be held under the auspices of 
the American Management Associa- 
tion at New York’s Hotel Statler, 


September 26-28 will be a closed-cir- 


cuit telecast of an actual labor-manage- 
ment arbitration session. A_ suitable 


case has been arranged for through the | 
American Arbitration Association. Both | 


sides will present their views and 
will appear as a panel to answer con- 


ferees’ questions at the end of the | 
The decision of the arbitrator | 


telecast. 
will be mailed later to conference re- 
gistrants. 


Records management conference 
planned this month 


The Second Annual Conference on 


Records Management will be held | 
September 19-20 at New York Uni- 


versity, Washington Square, New 
York, under the joint sponsorship of 
the University’s Graduate School of 
Business Administration and the Na- 
tional Records Management Council, 
Inc. The conference will be particu- 
larly concerned with the integration of 
paperwork controls, with emphasis on 
electronic equipment. 


Business shows bursting out all over 
The business show business seems 
to be booming. In addition to the 
National Business Show, to be held in 
New York’s 69th and 71st Regiment 
Armories, October 24-28, and the Na- 
tional Office Management Association’s 
Office Machinery & Equipment Ex- 
position, scheduled for the Biltmore 
Hotel in Atlanta, October 10-12, simi- 
lar shows are planned for the eastern, 
southwestern, and Pacific regions in 
the next few months. The Phoenix 
Chapter of NOMA is sponsoring the 
Arizona Business Show, set: for Sep- 
tember 22-23 at the Westward Ho Ho- 
tel in Phoenix; NOMA’s Rochester, 
N. Y. Chapter plans the Rochester Bus- 
iness Show, October 20-22 at the 


Chamber of Commerce Building, with 
the cooperation of that city’s Chamber 
of Commerce; Cincinnati’s Hotel Sher- 
aton-Gibson will be used for the 1955 
Cincinnati Office and Business Equip- 
ment Show, October 25-26 under the 
sponsorship of a non-profit corporation | 


OFFICE MANAGEMENT 


By George, there is a difference 
in check signers! 


You can tear ’em down or take our 
word for it: there is a difference in 
check signers. 

Take inking. Only Cummins sign- 
ers operate like a big printing press. 
There’s no fading . . . the last signa- 
ture is as clear as the first. Exclusive 
Magic-F lo inkwell is easy to fill, per- 
mits half a million signatures without 
refilling. No messy ribbons to change. 

Speaking of ribbons, the average 
check signer ribbon installation costs 
from $4 to $5. For good impressions, 
ribbons should be replaced about 
every 10,000 signatures. The same 
number of signatures on a Cummins 
signer, since a $4 can of ink lasts for 
half a million signatures, costs about 


Cummins Signers can be 
quickly converted to en- 
dorsers. Also available 
for wide variety of paper 
marking jobs. Dies can 

} be made to print small 
ad or company slogan 
along with signature 
or endorsement. 


Cumming 


8 cents—a substantial annual saving. 

You think embossed checks are 
safe? The Cummins method of pro- 
tecting checks is far safer. It’s the 
best method of preventing altera- 
tions. What’s more, the Cummins 
Check Signer signs and dates at 
the same time—one simple, fast 
operation. 

The Cummins signer has four-way 
lock and key control. You hold the 
keys, so you have constant control 
over your signature. Compare this 
safety to any other signer. In fact, 
Cummins is so sure its signers are 
safe, it gives you an insurance policy 
that protects you and your bank, in 
amounts up to $25,000, against any 
loss due to manipulation of a Cum- 
mins-signed check! 

One last thing . . . you can’t beat 
Cummins signers for speed. They 
sign, date, protect and stack in se- 
quence up to 450 checks a minute. 
No other check signer can match this. 
Mail coupon for full information. 


SINCE 1887 


CUMMINS BUSINESS MACHINES 
Division of Cummins-Chicago Corp. 


Cummins 
Business 
Machines 
sales and 
service 
offices in 
principal cities. 


Address of Business... ==> 


Dept. OM-95, 4740 N. Ravenswood Ave., Chicago ¢%, Ill. 
Please send me full information on Cummins Check Signers. 
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ann ouncing 


_ office 


agement YEAR BOOK 


: ~ Will be published annually 
™ == beginning with the 1956 edition in- 


The swift progress in office administration is effecting 
revolutionary changes in methods and techniques. To 
record the advances made each year for the study 
and review of our readers, in answer to their many 
requests, each JANUARY issue of Office Management 
will be specially edited and designed in over-all 
format to comprise the YEARBOOK of Office Man- 
agement. It will be complete, authoritative, expertly 
written and compiled . . . with leading management 
executives contributing. 


It is planned to reflect: 


@ Trends in automation and integrated data processing in 
the office. 


@ Systems development and design . . . forms revision and 
simplification. 


@ The new development in office layouts, machinery, equip- 
ment. 


@ Economics of office automation affecting purchases of 
equipment for new proceedures. 


@ Latest personnel practices to cope with the demand for 
highly trained people . . . stimulated by the impact of 
new and elaborate machines. 


@ A compendium of all the latest manufacturers’ catalogs 
and literature available for management executives and 
a convenient method for obtaining them. 


It will also incorporate the detailed reports 
on the “Office of the Year Awards” which 
have been made annually by Office Manage- 


MANUFACTURERS: ment for the past six years. 
: Aaiy deg cae clit meena Look for the first issue of the ji: 
; sent your institutional and overall product story O ffice Management YEAR BOOK OO ae 
in a medium that will last and be referred to for in January 1956. Gy: 
a full year by America's most influential manage- ical 


ment executives concerned with office adminis- 


tration. Arrange to take space that will do full OFFICE MANAGEMENT 
justice to your company. 


Closing dates: December | for set copy; Decem- The Magazine of Management Executives 
ber 5th for full plates and catalog inserts. There Published by Geyer-McAllister Publications. Est. 1877 
is no premium for this issue . . . regular rates 


apply. 212 Fifth Avenue New York 10, N. Y. 


4 September, 1955 
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San Francisco will have a Conference efficienc Oe€S up. ee 
and Office Equipment Show, Novem- 


ber 7-9, at the Sheraton-Palace Hotel, costs come down! 


planned by the San Francisco Chapter 
of NOMA. 


known as the Cincinnati Office and ~A 
Business Show Committee, Inc.; and y 


Monroe workers act as 
“salesmen for a day” 

In an interesting experiment, plan 
ned to show the factory worker the 
rigors of a salesman’s job—and the 
importance of his own contribution 
to company operations—Monroe Cal- 
culating Machine Co., Orange, N. J., 
chose three typical factory workers to 
accompany salesmen on a full day’s 
schedule of calls. The program was 
part of a Monroe industrial relations 
policy to give its employees an insight 
into all phases of the business. After 
a day of making calls, carrying cal- 
culators, and participating generally 
in the sales program, the men had a 
new understanding of the work of 
the salesmen. They decided, however, POSTING IS DONE ONLY 
that they would prefer to stay in the ONCE EACH MONTH. 
factory. 


570 business men complete credit EASY TO POST—AND 
analysis course EASY TO PROVE 

Certificates for successfully complet- 
ing the 1954-55 correspondence course 
in credit analysis, conducted by the EVERY CHARGE VERIFIED 
National Credit Office, 2 Park Ave., BY WRITTEN RECORD. 
New York, have been awarded to 


570 graduates in more than 500 com- - 
panies. The course, which lasts 30 COMPLETE ACCOUNT 
weeks, is based on more than 300 pages RECORDS IN ONE PLACE. 
of text and illustrations and covers e 
subjects such as basic factors affecting 
credit policies, types of credit, instru- CAN PROVIDE DUPLICATE 
ments of credit, forms of business or- COPIES FOR SECURITY. 
ganization, financial statements, ac- . 
counting procedures (including inven- 

: 4 tory systems), internal analysis, com- BETTER BUSINESS RELATIONS 


parative analysis, working capital anal- 
ysis, and statement analysis on basis 


. 
of sales. The course will be repeated, the lan maeer nF nocticol, 
, with a number of additions, beginning D D sine 
wen LoFebuwe equipment, nvakes it profitable 


NYU offers office automation courses 
Six evening courses to be offered this 


fall by the Management Institute at bure 
New York University’s Division of WRITE FOR (4 CORPORATION 


General Education will deal with of COMPLETE... 


fice automation. Subjects covered will a | 


CEDAR RAPIDS. [OWA 


Piease send complete 
information on SHORT CUT BOOKKEEPING 
include electronic and tape processing -_— 


systems, applications of machine ac i og mm ___. 
. . ih 
counting equipment and systems, plan- \ ... CATALOG 1 dieeeeesen 
ing and etna -hed card sys- Mi 
ning and managing punched card sys \ OF PLAN . 
: ° p \\ 
tems, programming and coding tor ' - st ee ene ne 
digital computers, and related topics. OTR 
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If there’s Du Pont Ludox*in your wax 


Glistening floors can still be safe floors—if the floor wax contains 
“Ludox’”’ colloidal silica, Du Pont’s anti-slip ingredient. 

Tiny, transparent particles of ‘“‘Ludox” impart a unique “‘snub- 
bing”’ action to the wax film—retard the shifting of wax particles 
under foot pressure. The result—added traction and added safety 
underfoot! 


Try a wax containing “Ludox.” You’ll see how safe beautiful 
floors can be. 

E. I. du Pont de Nemours & Co. (Inc.), Grasselli Chemicals 
Dept., Wilmington 98, Del. In Canada: Du Pont Company of 
Canada Limited, Box 660, Montreal. 


Ask your 
maintenance man or 
janitor supply house 
for one of the many 

fine waxes on the market 
containing Ludox.® 


QU POND For safety underfoot, specify floor wax made with 
LuDBOX 


REG. U.S. PAT. OFF. 


BETTER THINGS FOR BETTER LIVING Colloidal Silica 


+++ THROUGH CHEMISTRY 


FOR MORE INFORMATION USE READERS' INQUIRY COUPON ON PAGE 98. 
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People in the News 


CHARLES V. BOULTON was re- 
cently appointed controller of Inter- 
national Business Machines Corp. 
Herbert T. Hansford, Karl A. Olson, 
and Richard H. Builen were named 
assistant treasurer, director of budgets, 
and executive assistant in the office of 
the president, respectively. Mr. Boul- 
ton previously was director of budgets. 
Messrs. Hansford, Olson, and Bullen 
had held respective posts of controller, 
controller at the Endicott plant, and 
manager of the methods department. 


B. W. LAWRENZ, director of per- 
sonnel, Victor Adding Machine Co., 
has won the second annual Award for 
Merit presented by the Research In- 
stitute of America for his “contribu- 
tion to executive skills.” The award 
recognized Victor’s program for de- 
veloping sound and happy relations 
with new employees. 


C. A. CERRONE, office services man- 
ager of A. B. Dick Co., Chicago manu- 
facturer of duplicating equipment and 
supplies, has been reelected to the 
board of directors of the Office Manage- 
ment Association of Chicago, a chapter 
of the National Office Management 
Association. 


A. W. MACDOUGALL, | assistant 
treasurer of Cullom & Ghertner Co., 
printers and lithographers of Atlanta 
and Nashville, has been elected a di- 
rector of the National Association of 
Cost Accountants. 


RICHARD M. UPSON has _ been 
appointed personnel director of SKF 
Industries, Inc., Philadelphia, succeed- 
ing Harry S. Langdon, who has retired. 


D. A. CAMERON has been named 
comptroller of Universal Oil Products 
Co., Des Plaines, IIl. 


H, J. Hoffman, Smead Co. 
president, dies suddenly 
Harold J. Hoffman, president of the 
Smead Mfg. Co., Inc., died suddenly 
on August 10th while attending an 
industry meeting in Buffalo, N. Y. He 
would have been 55 on August 22nd. 
Mr. Hoffman had been with Smead 
since 1916 and had held the presidency 
since June, 1954, when he succeeded 
his father. 
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With the editors— 


SUBURBS—which a year or so ago 
seemed to so many companies to 
be the location for new offices, ap- 
pear to have lost some of their ap- 
peal. Colgate-Palmolive (which is 
discussed in another context in 
“They pre-test offices to make sure 
they’re right!” in this issue) has 
decided on New York for its new 
headquarters after an exhaustive 
survey of the relative merits of city 
and suburbs. The urban preference 
was also displayed by Union Car- 
bide and Carbon, which a few years 
ago bought land in Westchester 
County, leading many to believe an 
office was planned there. The com- 
pany has recently announced def- 
inite plans to build an office build- 
ing in New York. 

Major reasons for the slowing 
down of a trend which looked so 
strong only a year or so ago seems 
to be the difficulty of getting per- 
sonnel in the relatively thinly settled 
suburbs, and an apparent preference 
among workers, no matter where 
they live, to spend working hours 
in the city. 


CONFERENCES devoted to the 
work and the interests of office 
administrators seem to grow in 
number with each successive fall, 
and this year is no exception. Major 
conferences slated for the next few 
months include the AMA’s annual 


Office Management conference in 
New York in October, the annual 
meeting of the Systems and Proce- 
dures Association in Detroit in the 
same month, and a newly scheduled 
conference devoted exclusively to the 
subject of office automation. The 
latter is scheduled to be given in 
November at the University of Chi- 
cago, under University sponsorship. 

Full coverage, it goes without 
saying, is planned by Office Man- 
agement for each of these meetings. 


OTHER major articles planned for 
the next few months include a dis- 
cussion of the implications of the 
new technique of automatic coding 
in “programming” routines for elec- 
tronic data processors; an analysis 
of some of the new trends and 
emphases in personnel recruitment, 
training, and retention; a story on 
an unusual and effective methods 
and procedures departmental organ- 
ization used in a major bank, and 
a feature on a new organization 
devoted to aiding employees who 
find themselves in debt difficulties. 


{2 obe tM SH 
Editor 


Robert Beeman, Associate Editor 
Thomas V. Murphy, Editor-in-chief 


Geyer-McAllister Publications. 


LEAHY 


and company 


The first and foremost name in 
paperwork and records manage- 
ment—serving corporate clients 
nationally. 


MANAGEMENT 
CONSULTANTS 


337 W. 27th Street, New York |, N. Y. 


LOngacre 4-2070 
58 N. E. SEVENTH ST., MIAMI, FLA. 
9-9018 
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MANUFACTURERS OF THE WORLD’S FINEST OFFICE EQUIPMENT, SYSTEMS, 


18 


ir ttn i OE ACMA AEE SAME ENGIN ARR 


Globe-Guard “7000” Line Files equipped with famous Tri-Guard Filing Principle. 


you'll find GLOBE-WERNICKE office equipment everywhere ! 


Globe-Guard Files offer the highest standards of 
quality and beauty in every detail of design, con- 
struction and finish. They incorporate every con- 
ceivable feature to make day-to-day filing easier 
and more efficient. Globe-Wernicke’s exclusive 
concealed trigger latch releases the drawer at 
the slightest touch of the hand, and progressive 
ball-bearing roller slides assure smooth drawer 


FOR MORE INFORMATION USE READERS’ INQUIRY COUPON ON PAGE 98. 


movement. As an optional feature, an automatic 
locking device can be installed to secure all 
drawers simultaneously. All these features and 
many more mean better filing in less floor space 
with lower operating costs. It will pay you to 
consult your Globe-Wernicke dealer about Globe- 
Guard Files. He’s listed in the “Yellow Pages” 
of your phone book. Or write us direct. 


GLOBE-WERNICKE 


CINCINNATI 12, OHIO 


FILING SUPPLIES AND VISIBLE RECORDS 
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editorial 


At an office-planning conference of Connecticut General Life Insurance Co. 


Time to think 


WITH the office, today, as never before, is a time for thought—and we need 


time to think! 


The number of important decisions to be made multiplies constantly, and 


mistakes in these decisions can now be costly to an unprecedented degree. The 


day of snap judgments and a fast yes or no is gone forever. 


Recognition of this is evident in the importance which today’s office gives 


to its conferences, where facts and ideas on specific problems are worked upon, 
for the making of sound decisions. But conferences don’t think—they inform, 
reconcile, adopt, and adapt. On the part of all concerned there has to be in- 
dividual thinking first, so that the problem being considered is analyzed from 
every possible angle, for the production of valuable data and opinion which at 


the conference can be weighed, debated, and decided upon. Doing, in all its 


detail, keeps executives tensely busy. Caught up in doing, che amount and 


depth of thought needed for current problems seem to many executives hard 


to fitin. This makes for personal strain and stress, early burning out of keen- 


ness and zest, and a tendency to accept the status quo 


It must be recognized that thinking is working—and that provision must 


be made for it within the frame of the working day. It should not be an 


extra-curricular activity, to be done on the pillow in the silent watches of the 


night! 
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They pre-test offices 


to make sure they're right! 


Two major companies check their office plans in 


advance by building dummy offices for try-outs 


PILOT RUNS are an old, tried and 
true custom in many fields of endeav- 
or, but their application to the office, 
except for systems design, has not 
been too extensive. 

This has been changed recently by 
two companies that are in effect pre- 


aasu* 


testing their new offices before they 
occupy them. 

Simple and logical as it is, the idea 
is fairly new. Judging by the reactions 
of the companies that are trying it, it 
is completely effective, however. 

The companies: Connecticut Gener- 


- «+ and the new office building as it will look when completed 


September, 1955 


al Life Insurance in Hartford, Con- 
necticut, which is using a full scale 
mock-up model of one section of its 
new ten-million-dollar home office 
building to pretest design and con- 
struction details, and Colgate-Palm- 
olive, which recently designed one 
standard executive office and one stand- 
ard clerical work station to test out 
furniture and equipment in its Jersey 
City offices before final purchase plans 
were made for furniture and equip- 
ment for its new offices in New York. 


Idea is company president's 


Connecticut General’s complete con- 
struction stemmed from an early de- 
cision made by the company’s presi- 
dent, Frazar Wilde, and the architects 
planning the new building, Skidmore, 
Owings, and Merrill, of New York. 
Mr. Wilde suggested that an area of 
Connecticut General’s present offices 
in Hartford be set aside for pre- 
testing materials and methods to be 
used in the construction of the new 
building. This was found to be im- 
practical in the present offices, so the 
architects then suggested putting up 
a “pilot” building at the new construc- 
tion site in Bloomfield, a Hartford 
suburb. 

The mock-up was a joint effort of 
architects, the company building com- 
mittee, and the contractor, the Turner 
Construction Co., and it has served to 
resolve many questions arising in con- 
nection with the new building. 

Started in December of last year, the 
mock-up, which measures 60 by 72 
feet, constitutes a full scale “replica 
in advance” of a typical clerical area 
in the main building. Although con- 
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Light readings test one ceiling .. . 


structed as a temporary building, it 
has allowed company and _ architects 
to examine—in full size—details of 
proposed lighting, ceiling, partition- 
ing and screening systems, and their 
relation to furniture, floor finishes, and 
color. 

Perhaps the most important deci- 
sion to be made on the basis of ex- 
periments within the mock-up build- 
ing concerned the type of ceiling to 
be used in the new offices. Connecticut 
General wanted a ceiling that incor- 
ported lighting, air conditioning, fire 
sprinkler, and sound absorbing ele- 
ments. Moreover, the ceiling is an 
extremely important element in design 
at Connecticut General because some 
long vistas will stretch the entire length 
of the building--468 feet. 


OFFICE MANAGEMENT September, 


ee 
apne 
é " 


Workmen prepare 


for office layout inspection 
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3 ne . and the new building in New York 
f which will serve as its headquarters 


Miss Anne Bradshaw checks one of 
desks tested for clerical area 


In order to find a ceiling that would 
best meet a set of conditions jointly 
determined by architects and build- 
lode ing committee, three basic types of ceil- 
woh ing with a dozen or so variations 
were installed over a two-month period. 
Along one side of the mock-up, plastic 
panel luminous type ceilings were in- 
stalled; in the middle a strip of troffer 
ceilings was used; and at the other 
side of the mock-up open baffled ceil- 
ings were tried. 

Consultants made studies of the 
lighting and acoustical efficiency of the 
various ceiling designs. Their findings 
were channeled to the building team of 
company officers, architects, and con- 
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General Office Manager A. E. Riddle (left) shows model executive office to 
John P. Tumulty, (center) and Ray Berquist 


Her reactions are asked by Mr. Riddle. 
This was the desk chosen 


After several weeks of ex- 
perimenting, the building committee 
voted to use the open baffled ceilings, 
which consist of vertical sound proof- 
ing baffles below exposed fluorescent 
tubes. These particular ceilings, de- 
signed by the architects but never be- 
fore used commercially, seemed to 
give the best answer as far as design 
was concerned, and rated well for cost, 
light transmission, control of noise, 
and maintenance. 


tractors. 


Pre-testing saves money 


Moreover, the experiment saved 
the company money—a good deal of 
money. On paper it had been esti- 
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Mr. Riddle demonstrates unusual writ- 
ing slide on executive desk 


mated that one of the other types of 
ceilings would be cheaper than the 
new type finally chosen. Actually, the 
ceiling selected proved cheaper by one 
dollar per square foot, which will rep- 
resent an overall savings of $350,000 
in construction of the new building. 
At the present time, various types 
of flooring are being tested in the 
mock-up building. Six different ma- 
terials have been installed—linoleum, 
linotile, rubber tile, asphalt tile, rigid 
and flexible vinyltile, in various colors 
and finishes. The ultimate choice will 
be made on the basis of appearance, 
resistance to pressure of office furni- 


(To page 78) 
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Should your office use open shelf files? 


For companies that must keep inactive records for 
a long time, open shelf filing may offer major advantages, 
economy, saving of space, easy availability 


by Loren E. Waltz 


School of Business, Indiana University 


WITH THE tremendous increase in 
the amount of paper that is used to 
transact today’s increased business, the 
problem of providing facilities for hous- 
ing and storing this paper has _per- 
plexed both business and government. 
Some organizations have devised re- 
cords destruction programs which have 
proved entirely satisfactory and econ- 
omical. One such company is Procter 
and Gamble. 

In 1932, Procter and Gamble abol- 
ished its system of centralized files 
and established a limit of one file cab- 
inet per executive. Pan American Air 
ways recently destroyed over half its 
noncurrent records with no loss in ef- 
ficiency, a reduction in storage costs, 
and an increase in finding efficiency. 

It is not always expedient to de- 
stroy records as ruthlessly as Procter 
and Gamble or Pan American. In 
many organizations, noncurrent re 
cords must be available; and they must 
be kept for long periods of time. This 
is frequently true of insurance papers, 
medical records, banking papers, and 
other records. 


Greater protection .. . 


OFFICE MANAGEMENT 


September, 


If records must be retained for a 
long period of time and must be 
readily available, the space problem is 
an ever increasing one. Modern com- 
munication and messenger services 
have made it feasible to store records in 
outlying areas. This has brought some 
relief to the crowding problem in 
downtown offices. Some organizations 
have turned to microfilming as a so- 
lution to their mounting record stor- 
age problems. This reduces the 


amount of space consumed, but the 
cost of preparing, filming, inspecting, 
and indexing the contents of a four- 
drawer cabinet can run to 80 dollars. 
For less than this amount, the re- 
cords undoubtedly could be stored for 
a long period of time until their use- 
fulness to the organization had ceased 
to be important. Certain attendant dis- 
advantages in the use of the film re- 
cords also must be considered. 

Thus, many firms have been faced 
with the question. “What can be done 
to increase our filing area without 
overcrowding and expensive expan- 
sion?” 

The open-shelf correspondence file 
has very definite advantages to offer 
the records manager in his quest for 


(To page $1) 


COMPARISON ee VERTICAL - DRAWER 


4-drawer 
Filing 2.9 1 
5-drawer 
Filing ee 9 
Double-faced 
Shelving 6.0 2 


‘Sq. Ft. No. of 
Equipment Per Unit Units 


| Total Cost per 
Total Linear Filing 
Sq. Ft. Ft. Inch 
32 14 79¢ 
26.1 11.2 76c 
12 6 20c 
ca. side 


+ + + as against lower costs, easier operation 
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Office Management 
announces plans for 


Annual Yearbook 


New Annual Yearbook issue of 
magazine, to be inaugurated in January, 
1956, will cover all fields of major sig- 
nificance to office administration, and 


evaluate them in terms of today’s chang- 


ing conditions. 


IN JANUARY, 1956, this magazine 
will establish a new tradition in service 
to the office field. It will publish for the 
first time a special annual yearbook 
edition of Office Management. There- 
after, each succeeding January issue 
will serve as a yearbook of office man- 
agement. 

This innovation reflects the rapid 
emergence of the world of the office 
from a static and traditional way of 
doing things to its present dynamic 
condition. The office today is the 
scene of constant and 


far-reaching 
changes. 


"Inder these circumstances, 
the need has become apparent for a 
comprehensive yearly review, a sum- 
ming up and evaluation of all the 
fields with which the modern office 


must be concerned. 
Yearbook to meet need 


Office Management means to meet 
that need with its January edition. 
The issue will cover the various major 
activities of the office with author- 
itative articles prepared by carefully 
selected specialists, each capable of 
speaking with authority in the field 
of his specialty. These articles will 
review the traditional responsibilities 
of the particular office field under 
discussion, and will evaluate the ef- 
fect of the many changes in the office 
held on those important responsibilities. 

Significant developments of 1955 
will be weighed in their relation to 
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office activities, as will the changes 
being brought about by the accelerat- 
ing trend toward office automation. 

This magazine’s annual Office of 
the Year Awards, in which six out- 
standing American offices constructed 
during the current year are honored, 
have traditionally been reported in 
November. This year, with the intro- 
duction of the yearbook scheduled for 
January, 1956, that sequence will be 
altered. In order to make the year- 
book even more complete, the stories 
describing the 1955 Office of the Year 
Award-winning offices will be incor- 
porated in the yearbook issue. First 
announcement of the names of the 
1955 winners will be made in the 
November issue. 

One of the outstanding features will 
be a comprehensive review of the 
tools with which the office does its 
work. A summary of the important 
trends and developments in each of the 
major equipment fields represented in 
the magazine’s popular “Tools of the 
Office” feature will be included in 
January, as will a complete listing of 
manufacturers for each of the cate- 
gories covered. 

In addition, a complete listing of 
new manufacturers’ catalogues, bro- 
chures, and films will be included, to 
serve as a reference throughout the 
year for those executives charged with 
the administration of America’s of- 
fices. 
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The decision to publish such a 
yearbook as this, the first ever con- 
ceived for the office, has been made 
because of this magazine’s convic- 
tion that the business of the office has 
become so complex, its range of in- 
terests so wide, the pace of the changes 
that affect it so rapid, that a yearly 
summing up would not only be valu- 
able, it has become to a degree es- 
sential. This yearbook is intended to 
serve both as a stimulus and a re- 
ference, an annual addition to the 
literature of the office, a record of 
the influences, the people, the ideas, 
and the machines that are changing 
the office picture so rapidly. 


PUBLICA- 
TION of the 
names of 
“Office of the 
Year” Award 
winners, pre- 
viously an- 
nounced for 


this issue, is 
being with- 
held until the November is- 
sue, inasmuch as the com- 
plete stories on the winning 
offices, which have in the past 
appeared in the November 
issue, will hereafter be an 
annual feature of the Janu- 


ary Yearbook. 
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The yearbook issue, since it will 
serve as the regular January issue of 
the magazine, will, of course, be re- 
ceived by al! subscribers. Additional 
copies may also be ordered separately. 
It will, because of the complete range 
of articles covering every major as- 
pect of the office, be very much larger 
in number of pages than a standard 
issue of the magazine and will have 
a heavier cover designed for year- 
round use. 


Record and prediction 


The inauguration of the yearbook 
reflects this magazine’s constant effort 
to bring to its readers all that is new, 
all that is important, all that is 
promising in the field of the office, to 
report events, and to interpret and 
evaluate trends. 

The yearbook, serving both as a 
record of that which has been most 
important in the office field during 
the year 1955, and a prediction of 
the developments that might be ex- 
pected during 1956, will be prepared 
and edited with that mission in mind. 
It will, through its equipment sum- 
mary and discussion of books, cata- 
logues, and literature published during 
the preceding year, also serve every 
reader as an invaluable reference source 
for all the tools and aids of the office 
which are available to him in his 
career of successful administration of 
the office—the nerve center of Ameri- 
can industry. 

That is an important career and 
every month more im- 
portant. As company after company 
recognizes the office for what it is 


makes it 


—the one great remaining area where 


vast economies and vast increases 
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“A reflection of this magazine’s constant effort to bring to its readers . . « 


in efficiency are possible, the area 
where the entire future of the com- 
pany may be determined by the new 
techniques of mathematical _predic- 
tion and establishment of probabilities 
—the role of those executives whose 
primary concern is the office will con- 
tinue to grow in stature and responsi- 
bility. That is the trend of our cen- 
tury. That is the overall development 
within which all the other aspects of 
office administration are undergoing 


their current rapid development. 
That increase in responsibilities 
serves as an opportunity and a chal- 
lenge to the administrators of the 
American office and to Office Man- 
agement—the 
their interests. 


magazine devoted to 

The editors of this 
magazine believe the January yearbook 
will represent a new and valuable ex- 
tension of their continuing exploita- 
tion of that opportunity, their response 
to that challenge. 
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... all that is new, all that is important, all that is promising in the field of the office.” 
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Conveyor belt flow line begins at customer service telephone room 


Conveyor line speeds service paperwork 


Combination of mechanical carrying media—con- 
veyor and pneumatic tubes—allows utility to give customers 
fast service on every type of request 


THE APPLICATION of material 
handling techniques in customer ser- 
vice procedures is paying Niagara 
Mohawk Power Corp. of Syracuse, 
N. Y. daily dividends in top-notch cus- 
tomer relations as well as in simplified 
paper-work traffic. 

Owing to the rapid expansion of in 
dustrial and housing construction in 
the Syracuse area—typical of many of 
the newer industrial areas—Niagara 
Mohawk has a heavy volume of cus 
tomer contacts. A department of fifteen 
>mployees is maintaine especially to 
handle all matters of customer rela 
tions and service coming in by phone. 
Some idea of the size of this operation 
can be gleaned from the fact that each 
girl in the telephone contact depart 
ment receives an average of 75 calls per 
day, of which approximately 50 result 
in actual service orders. The nature ol 
these calls ranges from requests for in- 
stallation of utilities in new construc 


tion and inquiries about installation 
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progress to requests for emergency ser 
vice because of malfunctions, storm 
damage, etc. 


Veteran workers used 


The telephone contact department i; 
housed in a special, sound-proofed, air 
conditioned room. Completed about a 
year ago, this room has been furnished 
with the modern equipment required 
to simplify the women’s work and to 
assure the most rapid and efficient 
handling of service matters. The em- 
ployees are highly traine! and _ fully 
familiar with the company’s pattern of 
operation—the average length of ser 
vice in this department exceeds fifteen 
years with the company. Aided by 
their experience and training, the work 
ers have a large share of responsibility 
in deciding on the most advisable re 
sponse and action in each situation. In 
addition, the department supervisor is 
always available to handle unusual cir- 
cumstances, 
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For every call requiring some action 
by one of the service departments, the 
women fill out a call report describing 
the nature and urgency of the situation. 
As soon as this brief report is com- 
pleted—usually it is done during the 
conversation with the customer—it is 
placed in a special paper-work convey- 
or, designed and installed by Lamson 
Corp. of Syracuse, that operates at 
desk height alongside the three rows 
of desks. Each conveyor cons‘sts of a 
3-inch fabric belt that runs along the 
base of a stationary V-shaped trough. 
The three conveyors feed into a single 
collecting conveyor in the service dis- 
patcher’s office which adjoins the tele- 
phone room. That conveyor deposits 
all call reports into a basket at the dis- 
patcher’s elbow. From the information 
on the call report the dispatcher fol- 
lows through by notifying the appro- 
priate service department. 

For emergency calls such as a fallen 
high tension line or an electrical fire, 
the dispatcher sends the slip through 
an Airtube that leads directly to the 
power line department on the first 
floor. This tube line is reserved for 
emergency use only; actual timed runs 
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show that an emergency call slip reach- 
es the power department approxi- 
mately 50 seconds after it leaves the 
girl’s hand in the telephone room. 
Niagara Mohawk believes that good 
customer liaison is especially needed 
during those emergencies that arise be- 
cause of service failures from storm 
damage and the like. At such times 
the switchboard is invariably flooded 
with calls coming in at a more rapid 
rate than the telephone contact center 
can possibly handle. The result for 
most callers would be a continuous 
busy signal. To forestall the customer’s 
irritation and anxiety during these per- 
iods and to assure that the calls will be 
handled in order of their being re- 
ceived, the company installed a special 
device that automatically answers the 
phone and informs the callers that 
their calls will be handled after a few 
moments. The automatic device then 
“stacks” the calls and feeds them in 
proper order to the customer service 
department as soon as a line is free. 


Most calls handled same day 

On service calls not of an emergency 
nature, but which should be attended 
to on the day received, the service dis- 
patcher himself contacts the field ser- 
vice crew in the customer’s area by 
phone or radio and informs them of 
the location and nature of service difh- 
culty. About 90 per cent of the service 
calls are handled on the same day as 
received. 

Another large category of incoming 
calls consists of requests for new ser- 
vice in new construction and inquiries 
about the progress of the installation 
work. An extensive pneumatic tube 
system is used to handle the large vol- 
ume of paperwork associated with ser- 
vicing new construction. The tube 
system connects the four departments 
usually involved in this work: the cus- 
tomer service department on the second 
floor; the line department on the first 
floor, the electric distribution depart 
ment on the third floor; and the electric 
meter department on the fourth floor. 
To provide a readily accessible file of 
the progress of installation work, the 
customer service department maintains 
a central tracer file within its own de- 
partment. This file enables the ser- 
vice department to answer many of the 
routine inquiries from new customers 
without interrupting the work of other 
departments for information about spe 


cific installations. In addition, the 


central file promotes better customer 
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... by Airtabe to Line Department on floor below 


relations by providing prompt and fac- 
tual information about installation pro- 
gress. The file has proved an effective 
way of quickly explaining to a con- 
sumer the status of his particular job 
and the specific reason for any delay. 
instances the owner of a 
newly-built home is unaware that ap 


In many 


provals by building code inspectors, 
underwriters and others are required 
before the utilities company is per 
mitted to initiate service. 

A heavy volume of paperwork in- 
volving approvals, customer inquiries, 
and notifications between departments 
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is being handled quickly and conven 
iently by the Airtube system. The 
supervisor of the customer service de- 
partment estimates that each new in- 
stallation calls for four or five paper- 
work 
ments, with copies of each transaction 


transactions between  depart- 
sent to the customer service file. In 
the first half of 1955, more than 8,000 
transactions were handled. 

The sequence of operations runs like 
this. When a new customer calls to 
request the initiation of service, the 
customer service department fills out a 
(To page 42) 
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Principles, not machines, lead to systems improvement 


No one machine is applicable to every business, but 
the principles underlying successful automation can be 


applied by every concern 


by Victor A. Lennon 


Associated Business Consultants, Management Engineers, Chicago 
Based on a recent speech by the author before the Office Management Association of Chicago 


WE HEAR much use these days of 
elaborate, mystifying terms—automa- 
tion, “push button” factories, electronic 
offices, integrated data processing—and 
these are supposed to be the wonders 
of the second half of the 20th century. 

To many people who have had no 
exposure to the field of automation, 
either through actual experience or 
through the available literature, it is a 
subject which is rather overwhelming 
and, depending upon how one looks 
at it, either threatens or promises to 
virtually eliminate manpower as a fac- 
tor in the operation of a business. 

In order that we may better under- 
stand the full impact of electronics and 
its application in the office world, we 
should first attempt to remove some of 
the mystery surrounding the subject. 

To those of us who are concerned 
with work simplification, methods im- 
provements and clerical cost reductions, 
one of the primary objectives, of course, 
is to eliminate duplications of effort 
wherever possible. These duplications 
of clerical effort result fromm the neces- 
sity of transferring the same informa- 
tion from one document to one or more 
other documents. 

For example, in the case of a sales 
order, even very basic information such 
as customer name and address, ship- 
ping instructions, terms, and even the 
actual items ordered, must at one time 
or another appear on such other docu- 
ments as the Customer Acknowledge- 
ment, Production Order, Shipping 
Copy, Packing List, Inventory Control 
Record and eventually, the Invoice Set. 

Integrated data processing might be 
described in general terms as “the most 
advanced stage of paperwork simplifi- 
cation which has been achieved to 
date.” In acquiring an understanding 
of this method of handling paperwork, 
it might be well to briefly trace its de- 
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velopment and review the improve- 
ments that were achieved before the ad- 
vent of electronics. We should also keep 
in mind that the all-time objective of 
paperwork simplification has been to 
create a situation where one writing 
of a given set of information will cover 
all requirements. 


Steps to I.D.P. 


A major step towards eliminating 
duplicate writings was the application 
of the peg-board principle, which util- 
izes carbon paper and a device for 
properly aligning forms so that the 
same information will appear in the 
proper place on numerous documents. 
Advancing from the peg-board we 
come to the accounting machines, 
which in addition to simultaneously 
preparing several documents, also per- 
form the mathematical computations 
required. And, finally, we come to 
the punch card tabulating systems in 
which the information is originally 
punched in code on cards. These cards 
can then be used repeatedly, to repro- 
duce all documents required. 

In general, these procedures deal 
with a single process, such as payroll, 
order-invoice preparation, accounting 
or inventory control. Here we find that 
for any one of these processes, the ob- 
jective of eliminating re-copying of the 
same information from one document 
onto other documents has been accom- 
plished. However, in most cases, under 
these procedures, if parts of this infor- 
mation are required for a different pro- 
cess, then re-copying in one form or 
another must take place. In other 
words, these processes are parallel to 
each other, rather than interchangeable. 

It is the objective of integrated data 
processing to establish an interchange- 
ability between these various processes. 
Integrated data processing, then, is a 
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method whereby one writing will not 
only serve one system or process, but 
will also tie all of the systems together. 

The basic concept of this method is 
the preservation of data in re-usable 
form from the moment of origination, 
so that all subsequent processing takes 
advantage of the initial recording. 
Three principles distinguish this con- 
cept from the conventional approaches: 

1. Original data is recorded at the 
point of origin in mechanical form. 

2. Once this data is in mechanical 
form it is processed exclusively in me- 
chanical form. 

3. All processing is integrated so that 
the original data in mechanical form 
serve all subsequent operations. 

In order to utilize this approach all 
conventional office equipment must be 
adapted to “speak” the same language 
so that data which originates on one 
type of machine can be used at a later 
time on other types, without translat- 
ing—that is, without requiring another 
human operation. 


Operator was “link” 


In the past, the “common language” 
which has linked office machines to- 
gether has been the operator. She reads 
and interprets data produced by one 
machine and then activates another ma- 
chine. The “common language” of 
integrated data processing is a punched 
tape. At the time that data is originally 
recorded, for example, when a sales 
order is initially typed, the electric 
typewriter is equipped with an addi- 
tional mechanism which automatically 
punches holes in a strip of tape. The 
particular arrangements of these holes 
represents particular letters or numbers. 
This communication system in a way 
is similar to the Braille System which 
the sightless use. The coding used by 
several companies who are utilizing 
integrated data processing is a five- 
channel code which utilizes a total of 
32 dots. These dots are capable of sym- 
bolizing the 26 letters of the alphabet 
and also the 10 decimal digits. Other 
types of coding could be used. This 
punched tape when inserted into any 
other type of office machine which has 
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been adapted for the purpose, activates 
this machine to reproduce all or part 
of the information on the tape. This 
briefly is what is meant by punched 
tape. 


To state it another way, integrated 
data processing utilizes a system of 


“common language” with punched 
tape, in which all of the various types 
of equipment in the office (the type- 
writer, adding, calculating, accounting 
and tabulating machines) can either 
prepare the punched tape or “read” 
the punched tape, or both. 


Three advantages of 1.D.P. 


Three of the primary advantages to 
be gained from integrated data process- 
ing are: 


First, improved customer service. 
The faster we can process a sales order 
and get it into the factory in the form 
of a production order, the faster that 
order can be completed and shipped to 
the customer. 

A second objective is to supply man- 
agement with meaningful information 
which is as current and fresh as pos- 
sible: information concerning sales, in- 
ventories, production and the like. And, 
of course, a third and ever present ob- 
jective is clerical cost reduction. 

But, is integrated data processing 
applicable and economic for all situa- 
tions? And how can one evaluate it 
in terms of his own company’s needs? 

Unfortunately, many people look 
upon electronic devices merely as pieces 
of equipment which are capable of run- 
ning at higher speeds than present con- 
ventional equipment. They then carry 
through this reasoning and assume that 
if this faster equipment is installed, 
fewer operators will be needed, money 
will be saved—and the work will be 
accomplished faster. This, of course, 
is a very fallacious concept and can lead a ” aaeaies oa 
to much grief. 


Of course, electronic devices are not 
applicable to every type and size busi- 
ness situation; however, the principles 
involved certainly are applicable. 

The fallacy of considering new de- 
velopments in office equipment without 
first acquiring a thorough knowledge 
and appreciation of the company’s own 
existing procedures, clerical costs, re- 
port requirements and other special 
problems cannot be too strongly over- 
emphasized. In other words, the equip- 
ment itself is merely the means or the 
tool which is used to accomplish the 
end—it is not the end. 


(To page 42) 
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How we cut reproduction costs one-third 


How Martin Aircraft improved print quality, cut re- 


production time, saved labor and material costs by using 


xerography to reproduce engineering drawings 


by John P. Baldwin and Francis Palmer, Jr. 
The Glenn L. Martin Company, Baltimore, Md. 


IN TODAY’S AGE of supersonic air- 
planes, the 750 miles from New York 
to Chicago are thought of as a short 
ride, but the distance reminds us of 
the horse and buggy days when we 
realize that a year’s reproduction of 
engineering drawings laid end to end 
will cover the shadow of a modern 
airplane in flight between these two 
cities. To a certain extent, engineers 
have helped to reduce the huge vol- 
ume of blueprints by drafting at a 
scale less than actual size, thereby re- 
ducing the ultimate volume of blue- 
prints, but many companies have clung 
to the familar and conventional 
methods of reproducing drawings at 
full size on blueprint and driprint ma- 
chines. 


Martin Aircraft, of Baltimore, is one 
that has not. Since installation of 


equipment to reproduce engineering 
drawings at one-half original drawing 
size, Martin’s experience has verified 
that: 

1. Labor and material costs have 
been reduced more than 33% per 
cent. 

2. Readability of prints has been 
greatly improved. 

3. Reproduction time-cycle has been 
shortened materially. 

Last year, the company produced 
14,500,000 sq. ft. of blueline and blue- 
prints and 4,200,000 sq. ft. of driprints. 
Of this total, about 12,000,000 sq. ft. 
represented reproductions of engineer- 
ing drawings which were divided into 
two size categories; flat sizes, varying 
two size categories: flat sizes, varying 
from 9 x 12 inches to 24 x 36 inches, 
36 inches wide and varied in length 


Reproduction process saved space too. Rear piles are original blueprints, piles in front 
are similar quantities of prints reproduced by xerography. 
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from 3% to 40 feet and occasionally 
longer. Although the flat sizes con- 
stituted 75 per cent of total number 
of individual engineering drawings, 
they accounted for only 25 per cent 
of the 12,000,000 sq. ft. while the roll 
sizes accounted for the remainder. 
Furthermore, the number of copies 
varied between 20 and 60, depending 
primarily upon which contract was 
involved. 

Several different reproduction pro- 
cesses were reviewed and their apprais- 
al prior to installation indicated that 
the xerography unit coupled with off- 
set printing equipment was applicable 
to the reproduction of flat sizes. How- 
ever, four aspects of this xerography 
process required thorough examina- 
tion: 

1. Would prints reduced 50 per cent 
in size from original drawing size 
satisfy those persons using prints in 
various activities throughout the plant 
after having become accustomed to 
1:1 prints? 


(To page 85) 
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AUTOMATION 


IN THE OFFICE 


New Seriptomatic addressing machine offers selective us of cards without disturbing master file order 


West Coast gets first large scale commercial data 
processor; Rem Rand offers “automatic programming” 


THE FIRST introduction of large scale 
electronic data processing equipment 
on the West Coast for office purposes 
has been reported by Pacific Mutual 
Insurance Company, Los Angeles, 
which has just completed a Univac in 
stallation in its home offices. 

The company declares that it expects 
to process daily the entire ordinary 
life operation, numbering more than 
300,000 policies, with the new unit. 

The insurance company has remod- 
eled an entire wing of its home office 
building to house the various units 
comprising the Univac system. A 
glass partitioned area has been provid- 
ed for easy examination of the system, 
still new to the West Coast, in opera- 
tion. 

Company spokesmen declare that 
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labor savings anticipated as a result of 
the Univac installation will not create 
any personnel displacement. Normal 
rate of growth and standard turnover 
will more than compensate for the jobs 
eliminated, according to them. 

Basis of Pacific Mutual’s decision to 
install an electronic data processing 
system was a two-year investigation, 
which indicated the program was eco 
nomically justified. 


Selecting unit added to addresser 


Scriptomatic, Inc. recently announced 
development of an electronic sensing 
mechanism which enables an operator 
to “select, reject, print or skip” any 
card in a master file while the Scripto- 
matic acdressing machine is operating. 

Sensing pins in the moving arm and 
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head of the mechanism activate the 
device on the basis of a particular 
hole, the absence of a hole, or various 
combinations of holes. The operator 
programs desired information by the 
use of a selector panel. 

Automatic counters can be set up 
to give tallies of the number of cards 
in the master file falling into each 
category programmed, the company 
reports. The original master file order 
is not disturbed at any time during the 
various categorizing operations. 

Automatic programming offered 

Remington Rand’s Univac now of- 
fers “automatic programming,” mak- 
ing it possible to turn “months of 
problem preparation time into a matter 

(To fage 83) 
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Incoming data is received at this teletype station, time stamped .. . 


Synchronizing elobal operations—by timeclock 


Time stamping incoming data gives Pan American 


stations around the world exact current information 
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Up-to-the-minute information is available at ticket offices 


AN ADAPTATION of the old time 
clock that used to stand at the factory 
door and was dutifully punched by in- 
coming and outgoing workers is now 
providing split-minute time recording 
of flight data in a new system installed 
at Pan American World Airways’ Com- 
munications Center in Long Island 
City. 

Under the new system, information 
on all Pan American flights is coor- 
dinated with data on world flight con- 
ditions as it is received from the Civil 
Aeronautics Authority in one master 
department located on the first floor of 
the Pan American Building. 

Operating from a CAA _ Teletype 
Station, trained personnel record and 
time-stamp down to the half-minute 
the incoming data on weather condi- 
tions, landing schedules, passenger 
loadings, delays, as they are received 
over the Teletype. The messages are 
immediately sent to an adjacent Rout- 
ing Desk, where they are coded with 
a Pan American number and marked 
for transmission to a particular area— 
Idlewild, San Francisco, Rio, depend- 
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... and sent on to routing desk at Pan American World Communications center 


ing upon which station the informa- 
tion will serve. Before it leaves the 
Routing Desk, the message is again 
time-stamped down to the exact half- 
minute to indicate the precise moment 
when a particular set of conditions pre- 
vailed. Copies of all messages are 
filed to provide a complete “time his- 
tory” of conditions when records are 
searched. 


Synchronized with master clock 

The time system, which has been set 
up and equipped by Rapidprint Time 
Recorders of Middletown, Conn., is 
synchronized with Pan American’s 
master time clock. Once in action, the 
timing machines advance automatic- 
ally by means of an electric motor, 
registering half-minutes, hours, days 
and codes and identifying insignia. 

From the Routing Desk, the mes- 
sage is given to Pan American Tele- 
type operators for actual transmission. 
Under a unique system set up by the 
American Telegraph and Telephone 
Company, destination codes are perfor 
ated on each message, and unscrambled 
at banks of A. T. and T. machines 
that line the walls. Once unscrambled, 
the message is automatically transmit- 
ted to its destination. A direct line con- 
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nects the Teletype to the transmitters. 
When the message is received at the 
various Pan American stations, it is 
again time-stamped and coded as to 
the receiver station and clerk. 

The entire operation—from receipt 
of the message in the World Communi- 


cations Center in Long Island City~ 
to transmission to the ultimate destin- 
ation takes two to three minutes. Any 
delay is immediately detectable through 


the time record kept. Any changes 
in conditions can be timed exactly 


(To page 40) 


Message is received at final destination in two to three minutes 


September, 1955 
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Part 3 


Socio-perception: 


by Eugene E. Jennings 


Associate Professor of Management, 


Conclusion 
EXECUTIVES fail to discover what 
people are really like because it is very 
obvious what they look like, and how 
they are affected. To unlearn this and 
attempt to form a new impression is 
the most painful task executives can do 
but, unfortunately it must be done if 
they ever care to see people as they 
really are. A useful exercise in socio- 
perception is to challenge the obvious; 
anything that seems to be a plausible 
explanation should be challenged, for 
probably things are not as easily ex- 
plained as one might believe. 

Aristotle's belief in the obvious 
would lead to statement of a self-evi- 
dent principle that everything in the 
universe has its proper place, hence one 
can deduce that objects fall to the 
ground because that is where they be- 
long. (He also believed that woman 
had more teeth than man. Although 
he wads twice married it never occurred 
to him to count his wives’ teeth.) 
This, of course, is absurd and so is the 
so-called self-evident principle of a 
“right man for the right job.” Because 
of this principle, management has 
found itself beset with executive devel- 
opment problems. In response to this 
problem, many companies have as 
many as five or six men who are capa- 
ble of fitting into a job left vacant by 
a superior. This procedure was long 
coming because of management’s re- 
luctance to defy the idea that more 
than one man could do the same job 
just as well and that that job may 
still not be their “right” one. 

The office executive should be con- 
cerned with certain “self-evident” 
truths of human relations, but not in 
making them more self-evident, but 
rather the reverse, 

6. Principle of Multi-orientation: 
Man likes to think in terms of extreme 
opposites. He is given to formulating 
his belief in terms of either-ors, be- 
tween which he recognizes no inter- 
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key to good human relations 
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mediate possibilities. For example, one 
is either sane or insane; too young or 
too old; anything is cither true or it is 
not true; you either know what you 
are doing or you do not. This way of 
viewing events and things may be 
called the law of excluded middle. 
That is, anything is either A or not A. 
People who follow the law of excluded 
middle in observing people and their 
behaviors divide the world into two 
parts and set about to categorize 
people. Some supervisors and execu 
tives consciously and unconsciously 
keep a mental tabulation of those who 
either agree with them or disagree 
with them. In one particular com- 
pany, one office executive was very well 
known for this statement which usual- 
ly came amid a conversation, “Well, | 
see that we agree;” or “I see that we 
are on opposite sides of the road.” 
This approach in observing qualities 
in people has a limiting effect on one’s 
socio-perception. Emphasis upon paired 
opposites hides the fact that human 
behavior is not merely two big lumps 
contrasted with each other. Rather, 


human behavior represents a continu- 
um with behavior ranging from one 
extreme to the other. The extremes, 
although they are sometimes easier to 
see in people’s conduct, are no more 
important than the shades of behavior 
representing the middle area. 

By categorizing people into either 
this or that extreme, the supervisor or 
executive excludes the middle and 
thus, he does not “see” much of the 
really important problems and con- 
flicts about him. His sensitivity is 
very limited, which deprives him not 
only of intimate contact with his work- 
ers’ and friends’ problems, but eventu- 
ally of understanding about his own 
peculiar problems. It is very true that 
the next person rather than yourself is 
your best mirror, and unless we can 
observe and understand him we can 
never hope to get “next” to ourselves. 


Three sides to a problem 
The executive must recognize the 
need for having many ways of looking 
at human relations. Instead of there 
(To page 36) 


“To doubt is to think . . .” 
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Socio-perception— 


(From page 34) 


being “two sides to a problem” the 
executive attempts to see three and 
maybe four sides to a problem. In- 
stead of perception of a subordinate’s 
performance as either right or wrong, 
the executive attempts to see that same 
things are performed better than 
others, and to help the worker with 
both his minor and major shortcom- 
ings. Otherwise, the executive views as 
major every shortcoming regardless of 
degree and, thus, the subordinate ap- 
pears wholly unfit. The truth of the 


matter is that no one is wholly unfit for 


any job but rather that many execu- 
tives are unable to see the fine shades 
of behavior that exist between the two 
extremes representing the worst to 
the best. 

Being multi-oriented in this way 
allows the executive or supervisor to 
look for many behaviors and relations 
that otherwise are excluded from his 
observations. There is value in the 
exercise of attempting to go beyond 
what seems to be a two-valued ap- 
proach to problems and get at three or 
four possible explanations and descrip- 
tions of human conduct. 

7. Principle of To-Me-Ness: “When 
in the spring, a young man chances to 
look up and exclaim, “What a gorgeous 
blond!’,” it should be recognized that 
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his words tell us precious little about 
the young lady to whom he is presum- 
ably referring, but that they do teil us 
something about himself. He is pro- 
jecting; the “gorgeousness” is inside 
him. When a hospital patient, some- 
what the worse for imbibing, tells us 
in agitated tones that there are pink 
elephants on the wall, he is not teliing 
us anything about the wall; he is in- 
forming us of his own internal state. 
He is projecting; the pink pachyderms 
are in his own head. When a friend 
greets you with the cheery announce- 
ment that it is a fine day, he is not 
informing you about the weather; he is 
only telling you that he has had a 
good night’s rest and a. satisfactory 
breakfast. He is projecting; the “fine- 
ness” is not of the day so much as it 
is of his own body. And when a man 
says ruefully, “I didn’t know it was 
loaded,” he is informing you that he 
sometime previously projected his own 
notions about a gun into the gun. 


Projecting natural—but unnecessary 


The principle of projection is actu- 
ally carried out in our day-to-day be- 
havior as naturally as breathing. We 
observe that we have been behaving 
like others and assume without further 
evidence that they have thoughts and 
feelings identical to our own. We can 
in this way attribute to others our own 
thoughts and feelings and then even 
deny them in ourselves. If a social 
situation makes us angry, we can at- 
tribute the anger to others, thereby 
justifying our own angry response and 
permitting us to behave in a way that 
will make the others angry. Then we 
feel that “it was really his fault. He 
ought to control his anger better.” 

An executive or supervisor highly 
aware of the limitation that projection 
asserts would have done a very simple 
thing. He would have added the words 
“to-me,” not out loud, perhaps, but to 
himself at least. He would have ex- 
claimed, “what a gorgeous blonde (to 
me)!” and “it looks to me as though 
there were pink elephants on the wall 
over there. Can you see any?” Thus, 
the use of “to-me” allows room for 
doubt that one’s observations are cor- 
rect and provides opportunity to gain 
another person’s concurrence. Execu- 
tives and supervisors who do not con- 
sciously or unconsciously refrain from 
projecting their thoughts into other 
people’s behavior are usually adamant 
and closed-minded. They assume that 
what they see is what everyone sees, 


(To page 38) 
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and, thus, become insensitive to other 
people’s problems and peculiarities. 

8. Principle of Authority of Facts: 
When Pilate asked, “What is truth?”, 
he raised his eyebrow on a question 
which the modern office executive or 
supervisor would phrase, “what are 
facts?” Facts do not label themselves 
as facts and, furthermore, if the execu- 
tive waits until all the facts are in he 
might never make his decision. Just as 
it is impossible and impractical to 
wait until all the facts are in, so is it 
unrealistic to be sure that what seems 
to be a fact is really a fact. 


Man is naturally credulous 


It would seem that man’s natural 
state is not doubt but credulity—a 
combination of suggestibility in the 
face of whatever is clearly presented in 
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straightforward fashion. He is tempted 
to believe whatever is clearly presented. 
He is tempted to believe whatever is 
said by someone in position of authori- 
ty, or someone whom he respects be- 
cause of superior education, or some- 
one who is kind to him. Furthermore, 
ideas and opinions which are well 
stated are easily believed because they 
seem easily understood. This tendency 
to believe something rather than 
suspend judgment severely cramps 
one’s ability to understand people. 
For one thing, the very act of be- 
lieving and making up one’s mind pre- 
cludes exacting use of one’s observa- 
tional facilities. People are coached 
from childhood to make up their 
minds and to be consistent. This habit 
instills a feeling of security because we 
have definite opinions to hold, when 
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AND | 
LOOSE-LEAF 
BINDING” 


auto General Binding Corporation 
812 West Belmont Avenue 
rs Dept. 01.|-;. Chicago 14, Illinois 
Please send me my FREE “Manual of 


Modern Plastic and Loose-Leaf Binding:’ | 
understand there is no cost or obligation. 
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Position 


Organization 
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to change one’s mind is just as im- 
portant as knowing when to make up 
one’s mind. The inertia of childhood 
teaching that provokes answers rather 
than questions about everyday human 
behavior carries over into adulthood so 
that possessing knowledge is mistaken 
for being opinionated. To them, the 
suspense of being without a firm opin- 
ion, of suspending judgment until 
more facts are in, is very painful. 


Doubt is essential 


Descartes said, “when I doubt I 
think” and the unique characteristic of 
executives who think critically is that 
they are experts at questioning. This 
attribute is like unto the innocence of 
the child, not the good little boy or 
girl, but the enfant terrible who stops 
the conversations by asking the wrong 
question. Because we are anxious to 
have answers we arrive at them in ad- 
vance of reasoning and oftentimes in 
advance of identifying the question 
properly. Professor Ralph Hower, 
speaking about the way executives re- 
acted to Harvard’s six-day intensified 
Advanced Management Program, said 
that on the first day the young busi- 
ness students neither listened to the 
professor nor to each other. They 
wanted to run the school. They were 
accustomed to handing out aspirins to 
solve problems. They were self-made 
men—and much too sure. They 
brought quick answers to class. They 
were accustomed to quick answers 
without thinking that they didn’t face 
the real problem. In human relations 
many times we are about to solve our 
problems without first defining them 
properly and clearly, 

The manner in which we question is 
related to the type of answers we hold. 
People who master the fine art of 
questioning are usually more profound- 
ly aware of life and all of its many 
shades of meaning. If one has ever 
been in a conference in which a mem- 
ber excels in careful, penetrating ques- 
tioning one often respects him and 
sometimes fears him. If he is re- 
spected it is probably because of the 
tendency to believe that people who 
question accurately also know much. 
This is not necessarily true. If he is 
feared, it is probably because of the 
tendency to fear being questioned too 
directly. There is something very dis- 
turbing about being pushed into a cor- 
ner on something we believe in and do 
not know a lot about. It’s very much 
like the child who asked the question, 
“Who made me?”, and was answered, 
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START 
WITH 
FURNITURE 
BY 
STANDARD 


READY FOR THE MAN IN THE HATHAWAY SHIRT 


DECORATE YOUR OFFICE FOR LIVING... 
your authorized Stondard Furniture 


Dealer is ready to show you this and .. . ready for any man of good taste, for this is Continental Executive Furniture by 
th i P . - P : 
ne oh ng rom arenes Standard. Like the look and feel of a well-cut shirt or suit, Continental has a way of putting 


saving combinations of modular Con- 
tinental units con be tailored te your 


office and needs. Look him up in the good feeling of knowing a thing is right. Intuitively, you know that Continental's ageless, 
Yellow Pages of your phone book. 


a man at ease . . . gives him satisfaction, pride—whatever it is that defines the rare 


airy, design will look new and be new for years ahead, regardless of fickle, fleeting 
style changes. It's modern, without being garish . . . roomy, without being bulky . . . 
functional, without being cold. In short, it is everything an executive of good taste 


looks for in office furniture. The Standard Furniture Company, Herkimer, New York. 
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| sires 


\“God made you.” And then pursued 

further with the question, “but who 
made God?” 

| Much of life escapes us because we 

accept facts prima facie. We do not 

challenge, doubt, question, and pursue 

‘exhaustively our observation of human 

. conduct and problems about us and ar- 

with a rive at our own conclusions. Suspend- 

‘ing judgment and refusing to believe 

what another says, regardless of 

| whether or not he is well liked, in a 

position of authority, or has more edu- 

cation, facilitates getting next to the 


sre 
feather 
4 = 
y ng real world about us. This is giving the 
¥ itis . authority of facts precedence over the 
Ye 0 U C authority of position, learning, and 


| friendship. 
In conclusion, many executives and 


| supervisors are not aware of how much 


e misinformation they have as knowl- 
‘ |edge. Malperception, which is observ- 
rl < /ing incorrectly, and misperception, 


which is observing insufficiently, can 
be substantially prevented by following 
the principles herein discussed. As 
executives and supervisors practice 


another of the 

more than 3,000 these principles they might keep in 
mind that it takes years of confusion 

RBERHARD FABER |to become wise, and wisdom is not a 
| product but rather a process. Bacon 


said that “knowledge is not opinions 
products people | to be held—but a work to be done.” 
rely on! 


Sparkling 
Color 


But these principles, however 
_worthy, are not in themselves basic to 
| understanding. They do not take prece- 
| dence over a humble and sincere inter- 
pga /est in people. Henry Ford II recently 
Colorbrite is preferred | said that the first requirement of good 
by business people ‘human relations is to want good 
because it leaves a vivid = human relations. After this interest is 
trail of color at a mere 
feather touch. Writes 
as smoothly as a black 
lead pencil. Takes a 
fine, sharp, long-lasting 
point. Ideal for 


In 26 brilliant colors. 


_aroused, then these principles of socio- 
| perception have considerable useful- 
/ness. But when the principles precede 
and do not accompany interest in 
/human relations, the executive or su- 
_pervisor is less able to meet human 


charts, figures, graphs | problems. 

and forms. Waterproof— 

smearproof—fadeproof ... 
~Timeclock— 


—permanent! 


Trademarks Reg. U.S. Pat. Off. (From paze 33) 
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EBERWARD = srmnx 
MbEh 


40 


through the histories kept of all mes- | 
| sages in the main office. 
Pan American has arranged the en 


Since 1849 


tire station to operate as one synchron 
Work stations are 

placed in sequential order, to follow 
puts its quality the flow of data from reception to trans 
in writing so RS . . . 

an American finds the:time system 
|a valuable aid in speeding communica- 
|tions and in insuring al! of its stations 
| vital, up-to-the-minute flight data. 


NEW YORK + TORONTO 


FOR MORE INFORMATION USE READERS’ 
INQUIRY COUPON ON PAGE 98. 


September, 1955 


If you use a 


DIRECT PRINT 
COPY MACHINE 


you ll gt SHARPER, 


FASTER COPIES 
when the MASTER SHEET is 


Patapar 
Translucent 
Parchment 


This is a special type of Patapar 
Vegetable Parchment scientifically 
developed for direct print master 
sheets. Quality controlled texture and 
sheer, natural translucency assure 
super fast transmission of the ultra 
violet rays. There is no diffusion. The 
result is speedier printing, uniformly 
clear copies — and your glowing 
satisfaction. 


Patapar Translucent Parchment has 
a perfect surface for printing with 
opaque or regular inks. It is excellent 
for typewritten copy, pen and pencil 
entries, artists’ sketches or drawings. 


Write on your business letterhead for 
brochure of testing samples. Name of 
nearest distributor on request. 


: Paterson Parchment Paper Company : 
' Bristol, Pennsylvania : 
Sales Offices: New York, Chicago 
West Coast Plant: 

: Sunnyvale, California : 
: Headquarters for Vegetable Parchment since 1885 - 


FOR MORE INFORMATION USE READERS’ 
INQUIRY COUPON ON PAGE 98. 
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FISH WHERE THE BIG ONES ARE 


If you want to do big business, go where the big business ideas 
are! That’s New York—the world’s capital of business; national 
headquarters for most big companies. 

That is why the one truly national business show is held in 
New York—for New York is where most national planning and 
buying is done. 


NATIONAL BUSINESS SHOW 


OCTOBER 24th THRU 28th, 1955 


RUDOLPH LANG, Managing Director 
33 West 42nd Street * New York 36, New York * PEnnsylvania 6-6760 


OFFICE MANAGEMENT September, 1955 FOR MORE INFORMATION USE READERS’ INQUIRY COUPON ON PAGE 98. 
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Conveyor— 


(From page 27) 


request form which goes to the electric 
distribution department. <A_ planner 
in this department locates the city area 
involved and plans the location of the 
meter and lead-in wires to the building. 
He then prepares a sketch, one copy of 
which is sent to the customer, a secon | 
copy to the planning department, and 


FOR COMFORT, 
bonded foam latex 
padding; 2” on 


“WALL SAVERS” 
Backs of side and 
arm chairs cannot 


if \ touch wall even 
; \ when legs do. 
) 


THEY STACK~ 
Side chairs de- 
signed to store 
easily and simplify 
floor-cleaning. 


N 


42 FOR MORE INFORMATION USE READERS’ INQUIRY COUPON ON PAGE 78. 


OF KANSAS CITY... 
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beautiful modern, 
chains in decotater colors 


a third copy to the tracer file. When 
the building is wired and ready for 
service, the customer or his contractor 
supplies a wiring permit. Upon re- 
ceipt of the permit and other approv- 
als, customer service sends an installa- 
tion order to the distribution depart- 
ment. This department notifies the 
line department and electric meter de- 
partment which make the actual in- 
stallation. Each of these transactions 
between departments, as well as noti- 
fication of the customer service de- 


eS 


lightweight 


PRICED TO PLEASE 
YOUR SENSE OF ECONOMY 


Comfortable seating for yourself and 
your staff, for clients and customers 
in fresh new design concepts 
that are pleasing to the eye... 
rigidly constructed for long service, 
and with easily-removable coverings of é 
elastic U. S$. NAUGAHYDE; other - 


VY eset, %” on back fabrics in many colors available. § 
AA\ and arm rests. “Wall-saver” side and arm chairs with : 
a TON.TESTED! padded or plastic arm rests, and two 

“Ig - . 

+ Madera testing handsome swivel models with arms 
showed these : 3 
chairs still rigid . side chairs as low as 31.40, : 
under more than a > : 

7 ton of procewe. swivels as low as 53.00. Ask to ‘ 


see them today! 


Ask your Cramn dealer 


OR WRITE DEPT. om-1 
CRAMER POSTURE CHAIR CO., INC. 
1205 Charlotte, Kansas City, Mo 


MAKERS OF CRAMER POSTURE CHAIRS 
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partment of cach o1 these steps, 15 
handled through the Airtube system. 
On the basis of more than 1,800 service 
requests received in the first four 
months of 1954, the supervisor esti- 
mates that an average of 100 notifica- 
tion forms a week are distributed 
throughout the four-story building. 
Were it not for the high speed system, 
two full-time messengers would be re- 
quired to route and deliver this paper- 
work traffic. 

Thus, pneumatic tubes and convey- 
ors have streamlined operations at 
Niagara Mohawk, the end result being 
quicker service, improved customer re- 
lations, and an orderly flow of paper- 
work throughout the company. 


Principles— 
(From page 29) 


Before deciding whether electronics 
is the answer to your needs, a complete 
review and analysis of your present 
procedures is essential. Analyze these 
procedures with these questions in 
mind: “Is there a true justification for 
the existence of this report or this 
form?” “Is this the simplest way of 
accomplishing this task?” These ques- 
tions may bring many surprising an- 
swers and in most instances, can result 
in respectable clerical savings. 

The cost involved in your present 
method as compared to alternative pro- 
posed methods is another important 
consideration. When making a cost 
comparison between a present and a 
proposed method which involves either 
the changing or the acquisition of 
equipment, it is only fair and necessary 
that you consider only those factors 
which are truly comparable. 

Too often we find that the introduc- 
tion of a new system or procedure 
itself is credited with effecting major 
savings and improvements which, in 
reality, have resulted from the analyses 
necessary prior to actual installation. 
For example, after installation of a 
wage incentive plan in a_ production 
factory, a comparison of production 
costs after the incentive plan has been 
installed, in most cases, will reveal 
savings in labor dollars. 
considerable portion of 


However, a 
these savings 
cannot be directly attributed to the fact 
that worker incentives were established. 
For, prior to the actual installation of 
the wage incentive plan, work simplifi- 

(To page 92) 
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You may be losing your shirt on photocopy! 


How much does a photocopy really 
cost you? Unless you are using a Dri- 
Stat System, photocopies are probably 
more expensive than you think. But 
with a Dri-Stat, photocopies really cost 
you less than 9¢ each. 


With Dri-Stat, anyone in your office 
becomes a photocopy expert after brief 
instruction. The special Peerless 
“Bright-Light” Papers have such broad 
operating range, and the exclusive Dri- 
Stat rheostat control is so flexible that 
you get a good copy every time. Paper 


PEERLESS 
DRI-STAT 


OFFICE MANAGEMENT 


waste is almost eliminated. Cost per 
photocopy is reduced. 


The Dri-Stat System has many other 
important features. It is the only photo- 
copy transfer method that works in 
bright office light. You can use it as a 
desk-top machine without special 
guards or booths. It is built for the 
wear and tear of office use. No break- 
able plastic parts. Handsome all-steel 
cabinet won’t warp, crack or chip. 
Peerless papers and the Dri-Stat Photo- 
copyer are made in the same American 


C) Send literature 
NAME 
COMPANY 
ADDRESS 


eoeocerer er er er 4 
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factory so you can be sure of supplies 
and service when you need them. 
And best of all, a modern, lifetime Dri- 
Stat Photocopyer costs no more than 
less efficient photocopyers. BE SURE 
TO SEE THE DRI-STAT BEFORE 
YOU BUY ANY PHOTOCOPY 
EQUIPMENT. We'll be pleased to 
arrange a demonstration through our 
national distributor organization. 
There’s a Peerless Dri-Stat distributor 
near you. 


PEERLESS PHoto Propucts, INc., Shoreham, Long Island, N. Y. 
I want to know more about the Peerless Dri-Stat Photocopy 
System and how it can cut my clerical expense. 


(1) Arrange a demonstration for me. 
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q New offset plate method 
A simple procedure for making offset 
plates with Verifax is now offered 
by the Polychrome Corp., 2 Ashburton 
Ave., Yonkers, N. Y. Material is cop- 
ied in the usual manner on a sheet of 
standard matrix paper. After exposure, 
the matrix is placed in contact with a 
V-Kote Offset Plate and introduced in- 
to a Polychrome Transfer Unit (shown 
above with a Verifax Copier, and be- 
low in detail). Here the image is 
transferred to the plate, which is then 
removed and swabbed with V-Kote 
Etch. The process requires less than a 
minute. Transfer units can be used 
with Verifax Copiers (Eastman Kodak 
Co.) and Photostat Instant Copiers 
(Photostat Corp.) The unit costs $75. 
(E-1) 


New 
for the office 


q Artwork projector 

The Camera Lucikon Model B is made 
by The M. P. Goodkin Co., 889 Broad 
St., Newark, N. J. It offers 400 per 
cent enlargement and reduction, and 
is priced at $269.50. (E-2) 


> Cellophane tape dispenser 

The Lipton Cello Dispenser handles 
cellophane, acetate, and _pressure-sen- 
sitive tapes. It is made by the Lipton 
Mig. Co., 52 W. Houston St., New 
York. Price, $8.98. (E-3) 


A For noise reduction 
These “Tone Cones” are designed to 
absorb noises of the sharp, penetrating 
type made by office equipment. The 
cones can be moved from place to 
place. They are made by Mid-West 
Noise Control, Indianapolis. 
$53.50. 


Price, 


(E-4) 


VY Baseboard heater 

This Baseboard Unit uses the princi- 
ples of electric radiant glass heating. It 
is one of a new line of wall-mounted 
heating equipment made by Berko 
Electric Mfg. Corp., 212-40 Jamaica 
Ave., Queens Village, N. Y. (E-5) 
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If further information is desired, use Reader Inquiry Card on page 93 
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A Spirit duplicator 

The new BDC duplicator has auto- 
matic feed, four-position pressure con- 
trol, gravity fluid system, and optional 
counter. It is made by the Bohn Du- 
plicator Corp., 444 Fourth Ave., New 
York, and is priced at $134.50. (F-1) 


A Steel shelf cart 

This is one of a new line of all steel 
shelf carts introduced by Bernard 
Franklin Co., Inc., Hedley & Bath Sts., 
Philadelphia. Its two-way shelves are 


reversible. (F-2) 


> Air conditoner 

The American Blower Corp., Detroit 
32, has announced a line of floor-type 
air conditioners with lower overall 
height. The model shown is the 5-ton 
size; 3-, 744-, 10-, and 15-ton models 


are also offered. (F-3) 


A Fiber glass wastebasket 

This wastebasket is made of fiber glass 
by the Molded Fiber Glass Co., Ashta- 
bula, Ohio for the Corry-Jamestown 
Mfg. Corp., 45 N. Center St., Corry, 
Pa. It is offered in grey, green, tan, 
and black, and it measures 84% by 17 
in., with a height of 134% in. (F-4) 


q Wet-dry vacuum cleaner 

The West Disinfecting Co., 42-16 West 
St., Long Island City, N. Y., now of- 
fers the Vacmobile, a wet-dry vacuum 
cleaner with 1% h.p. motor. A by-pass 
feature permits it to pick up liquids as 
well as dirt. 


V Fluorescent luminaire 

The Thin-Lite series of luminaires is 
designed for surface mounting when 
minimum depth is desired. It is avail- 
able with Corning No. 70 Low 
Brightness Lens. The maker is Light- 
ing Products, Inc., Highland Park, Ill. 
The four-lamp model is shown. (F-6) 


A Folding machine 

The Premier Auto-Folder is an auto- 
matic electric folding machine made by 
Martin-Yale, Inc., 334 N. Bell Ave., 
Chicago. It makes 7 basic folds, hand- 
ling 7,000 pieces an hour. Price, 


$109.95. (F-7) 


V Darkroom camera 

Robertson Photo-mechanix, Inc., 3067 
Elston Ave., Chicago, now offers a 
full line of accessories, including proc- 
ess color equipment, with its mode] 320 
16 by 20-in. darkroom camera. (F-8) 


be. 


If further information is desired, use Reader Inquiry Card on page 98 
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A New furniture group 

The Modulaire Group of office and in- 
stitutional furniture is covered in Bol- 
taflex Nylo-Saran, designed to be wash- 
able and practically stainproof, yet pro- 
viding strength and resistance to wear. 
The furniture was designed by Nor- 
man Heckler Associates and is manu- 
factured by The Monarch Furniture 
Co., High Point, N. C. (G-1) 


V Shelving units 

Shelv-It-All steel shelving units are 
made by the S. A. Hirsh Mfg. Co., 
8051 Central Park Ave., Skokie, Ill. 
Shelves, adjustable at one-inch inter- 
vals, are designed to take a load of 300 
lbs. each. Units measure 6 by 1 by 3 
ft. and are priced at $9.95. Extra 
shelves are available. (G-2) 


Vv New structural material 

Fiberglas-reinforced plastic is now used 
as a structural material in the Corre- 
lation line of steel office desks and 
modular units made by the Corry- 
Jamestown Mfg. Co., Corry, Pa. Shown 
here are units with legs molded of 
polyester resin and strands of Fiber- 
glas yarn. This type of construction, 
lighter in weight than steel, reinforces 
the plastic, providing added tensile 
strength. The resulting material is 
highly resistant to denting, scuffing, 
and discoloring. (G-3) 


q Side chair 

The King Posture Chair Co., 956 S. 
Raymond Ave., Pasadena, Calif., has 
restyled its model No. 400 side chair. 
It is now available in any of 19 colors 
in three different fabrics. The chair 
has a padded back rest, rubber-padded 
cushion, rubber cushion glides. (G@-4) 


Vv Executive furniture 

To its Executive Office Group, the 
Herman Miller Furniture Co., Zee- 
land, Mich., has added a swivel-tilt 
chair. Seat and arms are one-piece 
molded plywood with foam rubber pad- 
ding. Chrome plated steel is used for 


base and back support. (G-5) 


If further information is desired, use Reader Inquiry Card on page 98 
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p> The $64,000 question 
If and when anyone manages to an- 
swer correctly the top prize question 
on CBS-TV’s show “The $64,000 
Question,” Hal March, master of cere- 
monies for the program will have the 
prize money on hand. Here he leaves 
a Mosler Safe Co. vault in a New York 
City bank with the money and the 
questions. 


V Secretaries see Chattanooga 

During the recent convention of the 
National Secretaries Association in 
Chattanooga, Frank Meyer, a repre- 
sentative in that city of the Clary Corp., 
provided four station wagons to help 
the conferees get around the city com- 
fortably and conveniently. 
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A Call from Lloyd’s of London 
The Todd Co., of Rochester, N. Y., 
recently was host to three top execu- 
tives of Lloyd's Bank of London, The 
men had come to see the company’s 
latest electronic banking equipment. 
Shown from left to right are J. G. 
McCartny, assistant to the chief in- 
spector; Gen. R. F. E. Whittaker, 
general manager of administration; L. 
T. Thomasma, Todd vice president; 
and L. Temple, chief inspector. 


q New Colgate office opens 

This is the new office building re- 
cently opened in Louisville by the Col- 
gate-Palmolive Co. It will serve as 
Colgate’s billing and accounting center 
for 1] states. It is a two-story structure, 
completely air conditioned. It will 
accomodate 300 clerical workers. 
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A Monthly Feature 
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Tools of the Office 


244494 


Intercommunication Equipment 


by Robert Beeman 


Intercommunication equipment is used 
in various ways to speed the work of 
the office. Typical applications are 
shown here: Above, one executive con- 
fers with another. At left, a private 
intercom system quickly provides the 
information needed to answer an in- 
coming telephone call without the 
need of calling back. Below left, a 
switchboard operator uses a paging 
system to notify an employee that he 
is wanted on the telephone. (Photo- 
graphs by courtesy of Executone, 
DuKane, and Edwards, respectively.) 


MODERN BUSINESS is becoming 
at the same time more complex and 
more simple. One hears a great deal 
about work simplification; yet a good 
work simplification program may re- 
quire a vast amount of complicated 
planning. The theme of the day is 
coordination—or integration—of de- 
partment with department, and of 
function with function within the de- 
partments. “System” is the key word. 

Since what happens in sales affects 
what happens in the warehouse and 
in accounting, the emphasis is on co- 
ordinating the work of each depart- 
ment with every other, by whatever 
system is appropriate. In the sense 
that each department is becoming 
more and more aware of the needs of 
other departments, therefore, business 
is becoming more complex. 

Yet this interdependence is possible 
only because systems themselves, and 
the business techniques and machines 
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they require, have become simpler to 
use, at least with respect to the jobs 
they do, and have made simpler the 
carrying out of the intermediate steps. 

The heart of any system, and there- 
fore of business itself, is the transmis- 
sion of information from one person 
or department to another. Communi- 
cation, in its various aspects, is the 
basic tool of business, and, for that 
matter, of society itself. It is probable 
that no other single factor has been so 
important in changing the civilized 
world as the development of rapid and 
easy means of communication. 

A great deal of the equipment 
covered from month to month in the 
“Tools of the Office” section is con- 
cerned, in one way or another, with 
communication. The “integration,” 
for example, of integrated data pro- 
cessing equipment consists in its es- 
sence of finding efficient means of 
transmitting information from one 
business machine to another. Dupli- 
cating devices, mailroom equipment, 
dictating and transcribing machines, 
and many other types of office equip- 
ment are all employed in the produc- 
tion and distribution of information. 

Intercommunication equipment, as 
considered in this article, is thus not 
unique among business aids. And as 
other types of equipment have been 
developed and refined in order to 
simplify the operations of business, 
so intercommunication equipment has 
grown from simple devices for speak- 
ing from one place to another to com- 
plicated systems at the heart of elab- 
orate business procedures. But the 
ultimate intent, nevertheless, is to 
simplify. 

Intercommunication equipment is 
generally considered to be limited to 


The potential size and versatility of 
the direct-line type of intercom instal- 
lation are indicated by this custom- 
built unit by Webster Electric. 
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those systems that transmit spoken 
words. However, there are certain 
allied types that have been included 
in this feature because they perform 
functions of a similar nature. Some 
of these, in fact, can be made part of 
conventional voice transmission  sys- 
tems—the concept of integration is 
making itself known in this field, too. 
Examples of these related types are 
paging systems and certain equipment 
for high speed transmission of written 
words, 

In general, equipment has been in- 
cluded which can perform any of the 
following functions on an intracom- 
pany basis: (1) voice transmission, (2) 
paging, (3) high speed transmission of 
written information. Equipment in 
these categories will be considered be- 
low. 

Of particular interest is the grow- 
ing use of intercommunication equip- 
ment as a major element in more com- 
prehensive business systems—for exam- 
ple, as the basis of timekeeping sys- 
tems. Several examples will be dis- 
cussed following the description and 
comments on standard types of equip- 
ment. 

Voice transmission systems are the 
most important type of intercommuni- 
cation equipment and the most basic 
in concept. They take many forms, 
however. 


“Wireless” equipment 


The simplest is the so-called “wire- 
less” type. This equipment merely 
plugs into standard lighting circuits, 
using the existing wiring to transmit 
the voice from one station to another. 
This principle makes it economical, 
since special wiring is not required. 
The equipment, moreover, is usually 
light in weight, small in size, and un- 
complicated in operation. <A typical 
unit might be as small as four by five 
by seven inches in size, or even smaller. 

This type of equipment, of course, is 
very flexible. It can be plugged in 
when needed, unplugged and moved 
to a new location as the user moves 
through a building It can communi- 
cate with similar units plugged into 
the same circuit. All such units, 
however, must be served by the same 
main power transformer in order to 
be interconnected. 

In exchange for this flexibility, the 
user must sacrifice some privacy. While 
units can be made to operate on dif- 
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One of the most familiar types of in- 
tercom equipment is that in which 
individual stations are interconnected 
by direct wires. A switchboard is not 
used, and stations are called directly. 
The individual units may be of vari- 
ous designs, as indicated by these ex- 
amples. From top to bottom, models 
by Connecticut Telephone & Electric, 
Vintage Products, Talk-A-Phone, and 


Executone. 
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ferent frequencies, any unit of a 
given frequency can listen in on all 
others of that frequency. In fact, it 
cannot avoid listening in if it is on 
at all, although the incoming volume 
can usually be regulated to keep it 
from being objectionable. All stations 
on the net hear all messages trans- 
mitted by any other station. This 
makes it possible to use the equipment 
for conferences. Stations are called 
by speaking directly to them by name. 

Various additional features are of- 
fered, depending on the manufacturer. 
Included are boosters to amplify sig- 
nals for transmission over long dis- 
tances (“long distances” meaning, gen- 
erally, up to approximately two miles), 
devices to reduce noise on the circuit, 
individual control of incoming vol- 
ume, the availability of “ground” as 
well as line transmission (as an aid to 
long-distance conversation and trans- 
mission around power meters), and 
the possibility of changing frequen- 
cies, to reduce interference from other 
stations. 

Except for this type of equipment, 
all other voice transmission systems re- 
quire the installation of connecting 
wiring, save where radio transmission 
is employed. For convenience, they 
will be grouped here into three cate- 
equipment requiring direct 
lines between each station, equipment 
connected through a central automatic 
switchboard, and equipment connected 
through a switchboard monitored by 
an operator. 


gories: 


Direct line equipment 


Direct line equipment varies con- 
siderably. Several basic designs are 
offered. One of these is the small 
cabinet, resembling a table radio, de- 
signed to be placed on the executive's 
desk, or, in some cases, on the wall. 
It may have a fine wood finish and 
be quite attractive in appearance, or 
it may be more utilitarian. It is 
equipped with a speaker and with 
selector buttons for contacting stations. 
It may, in addition, have a handset 
telephone for privacy of conversation. 
If it provides complete control of 
communication, including two-way 
conversation, it is commonly referred 
to as a master station. Staff or sub- 
stations offer less complete facilities. 
For example, a sub-station may be 
capable of calling and conversing with 
a master, but not with another sub- 
station. Master and staff stations can 
be intermixed in a system. Stations 
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to be contacted can be selected indi- 
vidually, but a number of them may 
be interconnected to permit conferen- 
ces. Stations may be called by bells, 
chimes, buzzers or lights, or by voice 
paging, depending on the particular 
installation. Because direct wires are 
used between stations, a number of 
private conversations can be carried 
on simultaneously between different 
units without interference. The maxi- 
mum possible number is usually one- 
half the number of stations in the sys- 
tem. 

The total number of stations in any 
one installation is theoretically unlim- 
ited. However, the number of stations 
which can be contacted from any one 
unit is governed by the number of 
direct wires which can be connected 
to it. In practice, this type of equip- 
ment is used with as few as two sta- 
tions, and often with as many as 
twenty-four, or even forty. Still larger 
systems are possible, however, although 
in large installations, it is usually pre- 
ferable to connect all stations through 
a central switchboard in order to re- 
duce, among other things, the wiring 
expense. 

Other direct-wire equipment is of 
the telephone type, not using a switch- 
board. Like cabinet-type equipment, 
it can be connected to similar units 
and to loudspeakers. Stations are 
normally selected and called by means 
of buttons. The general operating 
characteristics of cabinet-type equip- 
ment apply also to direct-wire tele- 
phones, except that the telephone unit 
itself does not have a loudspeaker and 
is therefore more compact. 

A wide number of special features 
may be incorporated in direct-wire 
equipment, depending on the manu- 
facturer and the model. Among these 
are “busy” or “in use” signals; execu- 
tive right-of-way; volume 
“lock-out” of incoming calls when a 
station is in use, except where an ex- 
ecutive is given priority; identification 


controls; 


Next Month: 


Filing equipment 


and supplies 
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of calling stations by means of light 
signal; “hold-annunciator” feature, by 
which a person making a call to a 
station already busy can initiate the 
call and leave the unit, knowing that 
the call will be put through automat- 
ically when the other station has fin- 
ished its prior call; and the ability to 
connect with public address systems. 


Automatic switchboards 


More elaborate is the type of equip- 
ment which operates through an auto- 
matic switchboard. The customary 
design of the individual station is 
that of a conventional dial telephone, 
although in some cases, loudspeaker 
facilities of the cabinet type may be 
included. Each station is connected 
directly to a central switchboard which 
automatically connects a caller to the 
station dialed, assuming, of course, it 
is not already busy. This type of in- 
stallation is extremely flexible. It is, 
in fact, a complete private telephone 
system, and it can easily handle as 
many as a thousand individual sta- 
tions without requiring an operator. 
The maximum number of stations, 
and of simultaneous private conversa- 
tions, depends on the capacity of the 
switchboard, 

A switchboard-type system is_par- 
ticulary flexible and is easily expanded 
as required. 

Telephones may be of the desk or 
wall types. They offer complete privacy 
of conversation, yet may be connected 
for conferences. Customarily they pro- 
vide the regular features expected of a 
standard telephone company _installa- 
tion, including busy signal, dial tone, 
and automatic ringing. 

Other features may include execu- 
tive priority, permitting the executive 
to break in on conversations; volume 
controls; facilities for connecting with 
public address systems; code calling, 
which may make use of light or sound 
signals; lock-out of incoming calls; 
voice calling of stations; monitoring 
facilities; alarm signalling; provisions 
for automatic dialing of certain sta- 
tions by the flick of a key; facilities 
for conducting conversations without 
touching the instrument; and “remem- 
bering” features by which a call to 
a busy station is put through auto- 
matically when the prior call is com- 
pleted. 

In addition, such a system can be 
connected with other facilities to en- 
large its potentialities. For example, 
it can be integrated with a private two- 
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The so-called “wireless” type of inter- 
com unit does not require special wir- 
ing; it merely plugs into existing light- 
ing circuits. The units are usually 
light in weight and portable. This 
typical example is made by Feiler. 


way radio system, so that operators of 

moving vehicles can be contacted di- 

rectly from a telephone station. Or 

the system can be connected with 

standard centralized dictation stations, 

thus making network dictation facili- 

ties a part of the intercommunication 

system. It can also be used with credit 

authorization facilities; in a typical 

case, a sales slip perforator can be in- 

stalled in a department of a store, 

under the control of a credit authorizer 

at a remote central location. A credit 

inquiry may be addressed to the cen- 

tral location via the normal voice facili- 

ties, and credit authorization can then 

be given by pressing a button which 
activates the perforator remotely. 

The other principal type of switch- 

board system is that in which indi- 

. vidual stations are connected to a 

switchboard which is monitored by an 

operator. This type of service is pro- 

vided by standard telephone compan- 

ies. Any normal telephone system, of 

course, can be used for internal com- 

munications as well as outside calls. 

There are, however, a number of addi- 

tional facilities available from the tele- 

phone companies, including the famil- 

iar extension-type unit. This feature 

is often used by a secretary in answer- 

ing an incoming call without bother- 

ing the executive; she can, of course, 

notify him of the call should she de- 

cide it merits his attention. Simple 

paging is possible, by means of a buz- 

zer or bell, or the secretary can speak 

directly to the executive while the 

caller is held on the line, unable 
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to hear the conversation. 


Such facili- 
ties are also often used by executives 
for paging or giving instructions to 
their secretaries. 

In addition, standard telephone com 
pany equipment can be connected for 
use with centralized dictating equip- 
ment. Information on other services 
can be obtained directly from the com 
pany serving the user. 

Paging systems 

Paging systems, as indicated above, 
can be incorporated into voice trans- 
mission networks. Voice paging, of 
course, may also be handled by public 
address systems, which are outside the 
scope of this article. In addition to 
these, however, there are a number of 
paging systems which are completely 
independent. 

Most of the paging equipment in- 
cluded in this feature is of the code 
calling type. The code employed may 
be visual or audible. Typically it con- 
sists of a series of short signals repre- 
senting numbers. The number of in- 
dications corresponds exactly to the 
number designated—as for example, a 
group of three and a group of two 
indicating the number 32. Such sig- 
nals may show as flashing lights or be 
heard as sounds from bells, chimes, 
buzzers, etc. They may be sent man- 
ually, with the operator pressing a 
button for each flash or sound impulse, 
or automatically, with the operator 
merely selecting a code, which is then 
repeated automatically. 

Automatic code signals generally are 
of the simple numerical type indicated. 
There is nothing, of course, to prevent 
the use of other types of signals, such 
as combinations of long and short im- 
pulses, as in Morse code, but it is 
desirable to limit the codes to com- 
binations that can be easily recognized 
without special training. Special codes 
require either custom-built equipment 
or manual sending. 

In the automatic transmission of 
signals, the code may be selected in 
various ways. For example, a lever or 
button may be pressed; as long as the 
lever is left in its depressed position, 
the desired code is sent out automati- 
cally. Or, a plug may be inserted in a 
hole corresponding to the code desired, 
the code being transmitted as long as 
the plug is not removed. 

Other types of equipment flash vis- 
ible numbers or letters on an indicator. 
This facilitates recognition of the sig- 

nal, but the receiving indicators are 
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Private telephone system’, using an 
automatic switchboard like that shown 
below (with cover removed), offer a 
wide variety of features and services. 
Typical are the Automatic Electric 
Sales desk unit at the top, and the side- 
mounting telephone and switchboard 
by Stromberg-Carlson. 
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generally more elaborate than are re- 
quired for simple code calling. 

The receiving equipment may be 
permanently installed, or it may be 
portable. Portability, where it exists, 
is achieved in much the same way as 
it is in the case of “wireless” voice 
transmission units. The instruments 
merely plug into existing electrical 
lighting circuits, the wires serving to 
transmit the code to all receiving units 
thus plugged in. Where this principle 
is used, individuals can carry small 
receiving units with them as they 
move about an office or plant. Or the 
units may be left in one place for gen- 
eral paging. 


Paging equipment can be used not only to summon indi- 
viduals to phones, but to sound work and rest periods and 
general alarms as well, depending on the system. The 
range of equipment includes simple buzzer systems, like 


52 


In this “wireless” type of system, of 
course, all units operating on the same 
frequency receive all calls. The value 
of portability is not that calls are lim- 
ited to the individuals concerned—they 
aren't—but that the system is highly 
flexible and can be quite economical. 
If relatively few people are likely to be 
paged, and if they are given to moving 
about the premises, the use of portable 
equipment can very much reduce the 
number of receiving instruments re- 
quired, 

On the other hand, if the system 
has its own permanent wiring, it can 
be instaHled precisely where it is 
wanted, without reference to the loca- 
tion of outlets, transformers, etc. in 
the lighting circuit. 

Code calling, of course, is essentially 
a simplified form of communications. 
It presupposes an agreement on the 
part of all concerned as to the meaning 
of any particular signal. The primary 
use of a code usually is to designate a 
particular person. Unless further sig- 
nals are sent out, the person concerned 
must know what action is required 
when he hears his own code. Common 
uses of such a procedure are to sum- 
mon a person to his office, or to the 
reception desk, or to pick up the near- 
est telephone and call a specified sta- 
ton or individual, generally the op 
erator. 

However, a supplementary code sig- 
nal may also be sent out, which may 
tell the person called what is wanted 
—a visitor awaits him, a long distance 
call has come in for him, the boss 
wants to see him, etc. 

Thus, by channeling through a pag- 
ing system simplified messages of this 
type, two important purposes can be 
served: voice transmission circuits are 
not crowded and when the where- 


ee 


abouts of the individual wanted are 
not known, considerable time can be 
saved in communicating with him. 

Paging systems can also be used for 
other types of signals. Typical are 
signals indicating the beginning and 
end of work periods, rest periods, 
lunch periods, and the like, and gen- 
eral alarms such as fire signals. 

In addition, the principles of radio 
have also been used for paging. In 
one case, transmitting antennas in the 
form of loops of wire are installed in 
the required areas, and the individuals 
expecting to be paged wear, attached 
to their lapels, lightweight battery- 
powered speakers which can be kept 
at so low a volume level that they can- 
not be heard more than a short dis- 
tance (perhaps a foot or so) away. 
This type of system was developed 
for use in hospitals, where it was con- 
sidered undesirable to disturb the pa- 
tients. It is not a coded system; it 
makes use of the spoken word and 
permits the one-way transmission of 
detailed instructions. The use of 
transistors makes possible the small 
size and light weight of the equip- 
ment. 


Specialized equipment 


For convenience in considering the 
overall picture of internal office com- 
munications, this feature includes a 
brief examination of several systems 
for the high-speed transmission of 
written material, although, in the con- 
ventional sense, these are not looked 
upon as intercommunication equip- 
ment. 

The first of these is the specialized 
product known by the trade name Tel- 
Autograph. This type of equipment 


the Edwards unit at the top, the Auth annunciator unit 
with lighted numerals, at bottom left, and IBM’s paging 
system, consisting of a central code selector (right), and 
portable (“wireless”) units for receiving calls (center). 
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transmits handwritten messages elec- 
tronically. The writer uses a special 
pen which is part of the equipment. 
The movements of the pen set up elec- 
trical impulses which, transmitted by 
wire, actuate a writing instrument in 
the receiving unit, to reproduce re- 
motely whatever is written at the 
transmitting station. As many as 32 
stations can be interconnected to set 
up the equivalent of a conference call. 
Messages can be sent to any or all sta- 
tions in the system simultaneously. 

Not only does the system permit the 
high-speed transmission of written in- 
formation, which has the particular 
value of providing a written record 
of whatever information is sent out, 
but it can also be set to work with 
business forms for the direct creation 
of records of various types. 

Another electronic system is the fa- 
miliar facsimile method. Written ma- 
terial is placed around a rotating 
drum, where it is scanned by a narrow 
light beam moving across the copy and 
reflected into a photoelectric cell. 
The electrical impulses thus generated 
are transmitted to a needle-like stylus 
in the receiving unit. The stylus moves 
over a special paper in synchronization 
with the original light beam. Electri- 
cal signals cause the needle to mark 
the paper, in varying intensities of 
black, corresponding to the original 
writing. 

The method permits transmission of 
written or printed material, including 
photographs, handwriting, trademarks, 
art work, and so on. A transmitting 
unit can send to a number of receivers 
at the same time. Facsimile equip- 
ment is particularly useful in connec- 
tion with specific systems applications, 
such as the handling and issuing of 
railroad or plane tickets or reservation 
information. It can also be used to 
perform duplication functions, and 
some units can even cut stencils. 

In addition to these, there are var- 
ious means for high-speed delivery of 
physical materials which can be useful 
as part of an internal communications 
set up. Included are conveyor belts 
and pneumatic tube systems. ‘In small 
installations the offices concerned may 
be directly connected with each other. 
In larger installations, the various sta- 
tions are connected to a central area 
which serves as a traffic handling sta- 
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uon and routes incoming material to 
its final destination. A recent develop- 
ment in the field of pneumatic tubes 
is the use of automatic switching, as 
a means of eliminating the need for 
personal redirection of messages at the 
central location. Still more recent is 
the introduction of “install-it-yourself” 
systems designed to simplify installa- 
tion problems and to make the equip- 
ment unusually flexible. 

Not included in this discussion are 
standard telegraph and teletypewriter 
services, since these are primarily in- 
tended for communication extending 
outside a single organization or over 
long distances. However, they should 
be mentioned here because of the pos- 
sibility that in certain situations they 
can perform intercommunication func- 
tions in addition to their normal du- 
ties. 

In general, the primary purpose—- 
although not the only purpose—of in- 
tercommunication equipment is to pro- 
vide high-speed transmission of in- 
formation. The variety of equipment 
available to do this job is considerable 
and each type serves its own special 
purposes. Naturally no one type is 
suited to all situations. Important con- 
siderations are the amount of money 
a company thinks its information 
handling is worth, the size and physi- 
cal location of its properties, the need, 
or lack of it, for written, rather than 
oral communication, and so on. 

The equipment described here of 
course, does not provide the only 
available means for the transmission of 
information. Each method is, in its 
way, a substitute for some other sys- 
tem. Any or all of them can be said to 
substitute for direct personal contact 
between the persons involved in a busi- 
ness relationship. Some substitute writ- 
ten messages for oral messages; others 
provide oral information instead of 
written information. 

The essential reason for introducing 
a new communication system is that 
it is expected to do a better job than 
the system it replaces. The improve- 
ment, in most cases, is in increasing 
the speed of operations and in elimi- 
nating unnecessary delays. Usually 
this is a result of substituting high 
speed communication channels for 
personal delivery of messages. 

But it can bring about other im- 
portant results. It can, for example, re- 
move the load from an existing system 
and distribute that load to avoid bot- 
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Rapid written communication is also 


possible by the use of specialized 
equipment, which may either move a 
written message quickly from place to 
place or may transmit an equivalent 
by wire. An example of the first type 
is the pneumatic tube system, like the 
Lamson Airtube installation shown at 
the top. Another type in this category, 
shown on page 26, is the conveyor 
belt. Typical of the systems in the 
second category are Western Union’s 
Intrafax equipment (center), which 
transmits written material by the fac- 
simile method, and TelAutograph’s 
line of units for writing identical cop- 
ies of original messages at remote sta- 
tions by the use of synchronized, elec- 
trified pens, moving over blank paper 
or business forms. 
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now... 
erase errors 
magnetically 


as you DICTATE 


with the new 
Comptometer® magnetic 
dictation machine 


Here is the greatest improvement 
in dictation’s 68 year history! Dic- 
tate as easy as talking. Make an 
error—re-word a phrase? It’s no 
problem. Simply backspace and re- 
dictate the new or correct thought. 
It is recorded as the old erases it- 
self, magnetically. You’ll hand 
your secretary perfect dictation 
she will transcribe faster and better. 
Only magnetic dictation gives you 
this new freedom and simplicity. 


YOU ARE INVITED TO TRY THIS YEARS-AHEAD COMPTOMETER 
IN A FREE OFFICE TRIAL OR DEMONSTRATION 


DICTATION'S GREATEST TRIUMPH! 


The amazing 
Comptometer 
Erase-O-Matic 


1887 
The first dictation 
machine with 


ders that had to 
be re-surfaced. 


belt. Never wears 


1939 1948 out, can be used 
The first record Sires tHextbdle indefinitely, er- 
type dictation. plastic belt. A poner ga 
Disadvantage: definite advance, magnetically. 
costly, breakable, but still costly, & 
only one use. one use. ” 


| 
if fragile wax cylin- 
| 
| 
3 
j 
A 
, 
4 


i MAIL 
Ta COUPON 
i: TODAY 


NAME 
COMPANY 
ADDRESS 


CITY 
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Comptometer Dictation Division 

Felt & Tarrant Mfg. Co. 

1702 Marshfield St., Chicago 22, Illinois 
Gentlemen: Without any cost or obligation 
please arrange: 

(-] FREE DEMONSTRATION 

(_] FREE 10 DAY TRIAL 


(] Send complete information 


TITLE 


COUNTY STATE 


RE-USABLE BELTS 
NEVER WEAR OUT 


Comptometer’s Erase-O- 
Matic belts, made from 
miracle Mylar*, can be re- 
used thousands of times—a 
tremendous economy fea- 
ture. They are renewed 
magnetically, in just three 
seconds, without removing 
from machine. 


HI-FI VOICE 
REPRODUCTION 


Comptometer’s magnetic 
dictation means high fidel- 
ity —true, authentic repro- 
duction of your voice, 
making it easier to under- 
stand for faster, more per- 
fect transcription. 


*DU PONT’S TRADEMARK 
FOR ITS POLYESTER FILM 


Combination 
Dictation-Transcription 
Machine 


The new Comptometer 

Dictation-Transcription Machine, 
the world famous Comptometer 
Adding-Calculating Machine, and 

the new Comptograph 10-key 

Calculating-Adding Machine 

are products of Felt & Tarrant 

Mfg. Co., Chicago 22, Ill. 
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tlenecks. Specifically, where an inter- 


communication system other than the s 
standard telephone system is used, it oes t e 0 
reduces the load on the central switch- 

board by freeing it for outside calls 


a 
= body likes 
It can moreover, facilitate the han- no Y I 


dling of incoming telephone calls. The . . 
(and at big savings! ) 


familiar example is the case of a call 
which requires discussion within the 
. company before it can be answered. | 
A typical example might be a request 
for credit information. If such a call | 
comes to an official who has a private | 
intercom station, he can hold the in- 
quiring party on the line while he 
shifts to the intercom to obtain the 
necessary information or opinion from 
other parts of his organization. This 
avoids the necessity—and the expense 
—of calling back. If the delay is long, 
of course, there is no advantage in 
keeping the caller waiting, but many 
items of information can be obtained | 
quickly and privately by the use of a | 
separate internal communications sys- | 
tem. 
The usefulness of any application, 
naturally, depends on the value of the | 
benefits compared to the expense. The | 
use of simple facilities is, at least 
superficially, less expensive than the 
use of elaborate equipment. The ques- 
tion is, does it do the job required? | 
Does it actually save money in the long 
run? The answer, of course, depends | 
on the particular situation. Each type 
of equipment has its own uses. 


The job in an office nobody likes is 
the tedious chore of folding the form 
letters, bulletins, mail enclosures, etc., 
that have to be sent out. And 
usually at the end of a busy day! 

But why have your skilled office 
workers waste time this way? A 

Pitney-Bowes model FH Folding 
Machine will do the work more than 
five times faster—save many payroll 
hours—pay for itself very quickly. 
And it costs less than a typewriter! 

With semi-automatic feed and 
electrically driven, the FH is easy for 
anyone to use. (Automatic feed 
optional at slight extra cost). It 

takes only a few seconds to set 

the FH for any job; simply move 

two knobs to adjust for any desired 
fold. As easy as tuning your TV! 
It can make two folds at once; 
double-fold 814x11 sheets up to 5,000 
Costs less per hour; make eight different folds in 
imo Gpoeriet sheets from 3x3 up to 84x14 inches, of 
many different paper weights and 
finishes; and even folds sheets when 
stapled together. 
Precision built, sturdy but light in 
PITN FY- BOWES weight, the FH can easily be carried 
from place to place, takes up little space. 
Call the Pitney-Bowes office listed in 


2 
Fo | d | n $4 your phone book for a demonstration. 


Or send the coupon for free illustrated 


Emphasis on systems 


In particular it is worth observing 
that the real benefits of developing 
and publicizing new equipment do not 
come essentially from some abstract 
theory of “automating” an office. The 
, great gains of the present period in 

office management have been in mak- 


a@lr 


In a typical case, a company formerly 
depended on workmen to make out 
their own labor tickets. This involved 
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° booklet. 
ing office executives more and more ac ines 
conscious of the importance of systems | 
and techniques, as opposed to machines | fade by Pitney-Bowes, Inc....originaors === —— — — oo oo oo ey 
themselves. Thus, several examples of of the postage meter . . . 94 branch offices, i Prtney-Bowes, INc. a 
the use of intercommunication equip- with service in 259 cities in U.S.and Canada. [ 2906 Wainut St., 1 
ment as part of new systems may be 7 , ] 
) . - J . . | | 

helpful in showing what is being done | g) Send free booklet on Folding Machine to: - 
by progressive companies. 

. I ’ we - Fully automatic | | 
; RACE CORCRIR opeemns om , model FM 4 Name I 
ing used in some organizations to folds up to 19,000 1 i 
facilitate the gathering of cost data. sheets per hour. 1 vom ! 
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NO TYPING! 


NO WRITING! 


No 
"p 4 
FOR THE FIRST TIME, a hectograph master— “ing, 


incorporating any written, typed, drawn or printed 
matter exactly as it is on the original—can be prepared 
by xerography simply, economically and in minutes. 
Tedious, error-inviting steps of re-drawing, re-typing and 
tracing are now eliminated as well! 


SPECIALLY DESIGNED (for use with xerography equipment, 
Columbia’s X-200 Black Ready-Master Units deliver the same 
fine results for which all Columbia Ready-Master Units have 
long been famous . . . you’re assured complete, clear and 
uniform copies from all models of spirit duplicators, too. 
Choose either the dignified, clean-handling black or purple. 


FOR MORE INFORMATION about this great new development 


that opens up a whole new world of fast, economical 
duplicating applications, fill in coupon and send to us attached 
to business letterhead. 


. RIBBONS 
CARBONS 
DUPLICATING SUPPLIES 


I ee ee ee Oe Ue Ue 

COLUMBIA RIBBON AND CARBON MFG. CO., Inc. 

579 Herb Hill Road, Glen Cove, N. Y. 
Please send complete information about Columbia 
Ready-Master Units for preparation by xerography. 

Name 

Company 

Address 

City Zone. State 
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the punching on time clocks of the 
time for starting and stopping work 
on a particular project. But it turned 
out that the cards were a problem be- 
cause of inaccuracies in handling them. 
This meant that the timekeepers were 
required to spend extra time correct- 
ing the errors. 

As a substitute for this procedure, 


| the company installed a simple voice 
| transmission system. The worker now 


merely calls the timekeeper, when he 
starts or stops a job, gives him the 
needed information, and proceeds with 
his work. The data recording is thus 
done by a trained man who is less likely 
than the workman to make errors. 
The worker can report the information 
with less inconvenience and time loss 
to himself, the timekeeper can check 
errors while the job is still in progress, 
and the necessary data for the job 
production cost sheets are assembled 


quickly and easily. 


In another case, reported last month 
in the discussion of dictating equip- 
ment, Credit Exchange, Inc., of New 
York, showed the benefits of using a 
message conveyor belt to facilitate the 
handling of credit inquiries. Tele- 
phone inquiries are recorded on a dic- 
tating machine, quickly transcribed, 
and sent by conveyor belt to the 
files for checking. Information is then 
sent out by telephone. This system is 
reported to save a great deal of time, 
inquiries being checked at a rate of 
five each minute. It is interesting to 
note that this system incorporates two 
complete and different sub-systems. 

Those intercommunication systems 
which can be connected to voice radio 
channels offer other opportunities for 
systems savings. For example, officials 
in a central office can coordinate the 
movements of individuals in moving 
vehicles — salesmen in cars, delivery 
men in trucks, operators of fork lift 
trucks in the warehouse, etc. The 
possibilities of using this type of con- 
trol to eliminate unnecessary trips, to 
give instructions for the next job with- 
out having to wait for the worker to 
return to headquarters, are almost 
limitless. What is significant here is 
that such control can be made part of 
a conventional internal communica- 
tion system. 

Still another example, suggested 
earlier, is the use of intercommunica- 


| tion equipment for credit authoriza- 
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“Great system—Gets everybody in by ten o'clock” 


Keep the eoffee-break in your control 


You could control the “coffee- 
break” this way—but fortunately, 
there’s a much better method 
available. 


Rudd-Melikian, Inc. can provide 
complete control of the “‘coffee- 
break”’ at no cost to management. 


R-M dispensers—completely 


® 


CREATORS 
OFFICE MANAGEMENT 


OF 
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automatic—serve delicious, hot 
Kwik-Kafé coffee, cold Coca- 
Cola, Pepsi-Cola, Minute Maid 
orange juice or soft drinks. 
“Coffee-break”’ time is reduced 
to a minimum and workers 
remain in their own work area. 
Service is supplied by your local 
factory-trained R-M distributor. 


RUDD-MELIKIAN, INC. 


INDUSTRY 


Remember—you don’t have com- 
plete control unless you have 
Kwik-Kafé. Clip 2 
the coupon 


—write us 
today! 


_ 
Rudd-Melikian, Inc. | 
Jacksonville Rd. above County Line Rd. | 
Hatboro, Pennsylvania | 
Gentlemen: I 
[] Please show me how to control | 
the “coffee-break” with R-M | 
dispensers. Booklet OM 2. ! 
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MODEL 444 


CHOOSE THE RIGHT 


, wron i r P 
You can’t go wrong on this guaranteed POINT FOR THE WAY 


desk set... with its giant ink fountain-base YOU WRITE...BY NUMBER 
that automatically fills the pen and keeps it 
ready to write a full page or more when- Zi 
ever you take it from its socket. 2556 
Bovrkhigoing 
2550 
Medium stub 
> 30-DAY MONEY-BACK TRIAL OFFER 9314M 


Carter’ 


Your regular dealer will be glad to (Also public counter use) 


ss let you try one of these fine Model 444, 9460 

i Self-Filling Desk Pens on your own desk 

* for 30 days with the understanding you Cxrtrian Fine 
c can return it for a full refund if you 9550 


don’t agree it’s the best you've ever used. A. , Wy , LL; ; 
2668 


® DESK 
fs PEN 
: SETS 


THE ESTERBROOK PEN COMPANY, CAMDEN 1, NEW JERSEY 
The Esterbrook Pen Company of Canada, Ltd., 92 Fleet Street, East; Toronto, Ontario 


COPYRIGHT 1955, THE ESTERGROOK PEN COMPANY 


FOR MORE INFORMATION USE READERS' INQUIRY COUPON ON PAGE 98. 
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tion. This can be accomplished in 
several ways, of course. The method 
referred to above involved a sales slip 
perforator at the sales counter, oper- 
ated electrically by a credit authorizer 
in a remote central location in response 
to requests sent him over the internal 
telephone system. Pneumatic tube and 
conveyor belt systems are also used for 
this purpose. All of these provide 
written (or the equivalent, in the case 
of perforation) authority for the grant- 
ing of credit, without requiring the 
individuals concerned—or a messen- 
ger—to make personal contact. 


Integrated communication 


These illustrations merely hint at 
the possibilities. It is significant that 
the manufacturers themselves are con- 
stantly producing new systems and 
new features which make their equip- 
ment adaptable to systems uses. There 
is a growing emphasis on the “inte- 
gration” of communications, just as 
there is an ever-increasing concentra- 
tion on the integration of department 
with department within a company, 
and of function with function within 
the departments. 

This new emphasis is typified in the 
intercommunication field by one com- 
plete system, the product of a manu- 
facturer who has made a point of inte- 
gration, which combines the facilities 
of a private telephone system, operat- 
ing through an automatic switchboard, 
with public address equipment, voice 
paging, conference circuits, mobile 
voice radio units for moving vehicles, 
and centralized dictation equipment. 

This is an approach which is recog- 
nized in the industry as an inevitable 
part of the age of automation. Like 
other new systems, techniques, and 
theories, it will be retested, evaluated, 
and perhaps modified, as it is applied 
to the constantly developing new situ- 
ations in the modern office. As with 
many other new developments, it no 
doubt will prove better suited to some 
companies than to others. But there 
can be little doubt that it represents the 
trend of the times, that it is part of the 
constant effort to coordinate, integrate, 
and simplify. It is one more instance of 
the ever more complex planning of 
business operations that is designed 
ultimately to make the work of the 
office simpler and easier to perform. 

A list of the major manufacturers 
begins on page 60, together with a 
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Arnot-Jamestown Division 
730 Fifth Avenue, New York 19, N.Y. 


Free! 1 savas sre. rncoucrs conronarion 


Name and Position 


Firm Name 


Address 


City Zone State 


MAIL COUPON 


With Arnot Partition-ettes,*{ Office-ettes¢{ and interchangeable furniture 
components, you can set up one or one hundred offices to meet your varied work 
requirements. Arnot flexibility makes it possible for you to save floor space, and e 


at the same time, to tailor-fit the work-station to the worker. If your office is e 


obsolete and inefficient, if you are paying rent for wasted space, then you must 
see revolutionary free-standing Arnot Partition-ettes, modular furniture and 
Office-ettes. Visit your local Arnot dealer or fill out the above coupon. 


AETNA STEEL PRODUCTS CORPORATION 
ARNOT-JAMESTOWN DIVISION 
730 Fifth Avenue, New York 19, N. Y, 


i dls sai OU | 


Manufactured in Canada at Port Credit, Ontario 


1 00 HY OF lite in gain 


Att 


PARTITION-ettes”' and OFFICE-ettes* 
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MORE COPIES, BRIGHTER COPIES with 


Hammermill’s Blue-White 
Duplicating Papers 


for mimeographing and spirit duplicating 


OU get more copies, blue-white brighter copies, with Hammermill 

duplicating papers. Your printer can supply them, help you select the 
best one for your mimeographing or spirit duplicating job. And his ideas 
on colorful printed headings can make your duplicated messages even 
more impressive. See your printer soon. Meanwhile, write on your business 
letterhead for free samples and for copies of our helpful idea-books 
“Duplicator Facts” and “Better Stencil Copies”: Hammermill Paper 
Company, 1471 East Lake Road, Erie 6, Pennsylvania. 


HAMMERMILL MIMEO-BOND GIVES UP TO 5,000 SHARP COPIES FROM 
1 STENCIL—and the 5,000th will compare in clearness with the first! 
Exclusive air-cushion surface absorbs mimeo inks more rapidly, cushions 
sheets as they pile up so there’s no smudgy set-off. Watermarked. Comes 
in seven popular colors and sparkling blue-white. 


HAMMERMILL DUPLICATOR FOR FAST, TROUBLE-FREE PRODUCTION 
of clean, bright copies on either spirit or gelatin-type machines. Comes in 
six pleasing colors and blue-white. Watermarked. 

Want good looks at low cost? Try Whippet Mimeograph 
and Whippet Duplicator. You'll get uniform quality unusual 
in such modestly-priced papers. 


You can obtain business printing on Hammermill papers where- 
ever you see the Guild shield on a printer’s window. 


DUPLICATING PAPERS 


FOR MORE INFORMATION USE READERS’ INQUIRY COUPON ON PAGE 98. 


cost no more 


| summary of the various types of equip- 
| ment they offer. 
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The Manufacturers 


Air Associates, Inc., 511 Joyce St., 


| Orange, N. ]. Line of facsimile-type 
| equipment for transmitting exact copies 


of written, typed, printed, and other 
matter including photographs, from 


| place to place electronically by means 


of direct wires. Equipment available 
includes “Transrecord” inter-intracom 
system and “Telerecord” communica- 
tions systems for telephone or micro- 
wave facilities. 

Auth Electric Co., Inc., 34-20 45th 
St., Long Island City, N. Y. Line of 


| paging equipment. A new system, de- 


signed for hospitals, shows lighted 
numerals on a V-shaped annunciator. 
Unit also has a chime. Selector key- 
board has button-type selectors. 

Automatic Electric Sales Corp., 1033 
W. Van Buren St., Chicago. Line of 
“P-A-X” business telephone systems 
using automatic switchboards. Systems 
from 10 to 1,000 or more stations. 
Features include busy signal, dial tone, 
automatic ringing, executive right-of- 
way, public address system cut-in, code 
calling, conference hook-up, key call- 
in, monitoring, alarm signaling, and 
paging through loudspeaker and with 
microphone. New Type 80 Mono- 
phone has “walking” handset which 
rights itself no matter hew it is placed 
on cradle, preventing “off-the-hook” 
difficulties. Price range, $275 to $25,- 
000, list. 

Bell Sound Systems, Inc., 355 Marion 


| Rd., Columbus, Ohio. Line of “Bel- 


wireless equipment. 
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fone” cabinet-type direct-wire units, 


| with masters and sub-stations. Micro- 


phones available with some units. 


| Features include volume controls for 


incoming and outgoing calls, station 
selection by key, optional earphones. 
Equipment for either AC or DC. 
David Bogen Co., Inc., 29 Ninth 
Ave., New York. Line of portable 
Information on 
current models not available at press 


| time. 


Connecticut Telephone & Electric 
Corp., Meriden, Conn. Two basic 
lines: “Direct-A-Call” equipment in- 
terconnected by direct wires; systems 
available which can accommodate up 
to 10 individual stations; units are of 
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CELLOPHANE TAPE 


PROOUCT OF PERMACEL TAPE CORPORATION, NEW BRUNSWICK, NEW JERSEY 
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prepare masters for spirit and 
other fluid-type duplicators 


by XEROGRAPHY 


Xerography revolutionizes the whole 
field of spirit and other fluid-type 
duplicating with its speed and econ- 
omy! Now, masters can be made in 
minutes. Before, it often took hours. 

It’s easy for an office girl to pre- 
pare these types of masters—with 
photographic accuracy. Multiple 
copies of a letter (including letter- 
head and signature), engineering 
drawing, report, parts list, magazine 
article, newspaper clipping, or any 
other type of document can be run 
off quickly and economically on a 
duplicator. 

It is not necessary to retype or re- 
draw an original document. With 
the versatile new XeroX® Flo-Set* 
Unit and XeroX copying equip- 
ment, anything written, printed, 


typed or drawn can be copied onto 
a master exactly as it appears in the 
original. Documents up to 17”x 22” 
can be reduced to 842”x 11”. 

Xerography is a clean, fast, dry, 
electrostatic copying process. Elimi- 
nates drawing, tracing or typing on- 
to masters...no proofreading or 
correcting. 

Versatile xerography can also be 
used for preparing offset paper mas- 
ters, translucent masters for diazo 
type machines. In addition, up to 8 
copies of a document can be made 
from one xerographic exposure, in- 
cluding an offset paper master or 
translucent master. 

Let us show you how versatile 
xerography can save time and cut 
your duplicating costs. 


WRITE for details of this new dimension in speeding paperwork. 


THE HALOID COMPANY 
55-45X HALOID STREET, ROCHESTER 3, NEW YORK 
BRANCH OFFICES IN PRINCIPAL U.S. CITIES AND TORONTO 


- XEROGRAPHY. 


(ZE-ROG-RA-FEE) 
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FOR MORE INFORMATION USE READERS’ INQUIRY COUPON ON PAGE 98. 


®, TRADEMARK OF THE HALOID COMPANY 


The fastest, cheapest, most versatile way to make masters for duplicating 
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telephone type, with pushbuttons for 
calling other stations; two-way loud- 
speakers can be used with system; has 
conference facilities; phones can be 
mounted on side as well as top of 
desk. “Private Line” equipment uses 
dial telephones through an automatic 
switchboard. Features, some of them 
optional, include busy signal, dial tone, 
automatic ringing, executive right-of- 
way, conference facilities, public ad- 
dress system cut-in, volume controls, 
lock-out of incoming calls, code call 
paging, and facilities for connecting 
with dictation equipment, two-way 
radio, and credit authorization equip- 
ment. Prices from $83.50 (for two 
stations). 

S. H. Couch Co., Inc., 1 Arling- 
ton St., North Quincy, Mass. Line 
of “Autophone” equipment, consis- 
ting of dial telephones connected 
through an automatic switchboard. 
Features include busy signal, executive 
right-of-way, paging, etc. Wall-type 
and desk telephones available. Also 
phone systems for as few as two sta- 
tions; some systems have common cir- 
cuit to all stations, others are private. 

Dictograph Products, Inc., 95-25 
149th St., Jamaica, N. Y. Special voice 
paging system using radio. Office is 
equipped with loops of wire which are 
used as transmitting antennas. Indi- 
viduals wear small lapel-type speakers 
weighing about four ounces. Volume 
controls reduce incoming sound so it 
is heard only by wearer. Speakers are 
battery powered, can provide high vol- 
ume if needed. 

DuKane Corp., 103 N. 11th Ave., St. 
Charles, Ill. Several types of “Flexi- 
fone” equipment. One ten-phone sys- 
tem uses a single line. A second, also 
having ten stations, is designed so 
four of them can be used simultane- 
ously. Other networks permit use of 
up to 28 phones, of which eight can 
be used at once. Phones contacted by 
dialing a one- or two-digit number. 
When station called is busy, special 
feature provides for calling back when 
call ends. Features available include 
executive priority, paging buttons con- 
necting privately with loudspeakers, 
secretarial extension phones, and built- 
in power supply. 

Edwards Co., Inc., 90) Connecticut 
Ave., Norwalk, Conn. 


(To page 68) 
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The Macey Collator 


... which automatically gathers printed sheets 


and mixed pieces of varying weights and sizes... 


now sold & serviced by 
Pitney-Bowes 


Originators of the postage meter . . . leading 
maker of mailing machines .. . with offices 


in 94 cities in the U.S. and Canada 


Gathering or assembling by hand is 
slow and tedious, usually takes a lot of 
time, a lot of people, or both; disrupts 
office routine, diverts high salaried 
workers from their regular jobs. 

This new Macey Collator is highly 
efficient, easy to operate—can gather, 
stack and staple from 3,000 to 4,000 
sets, or as many as 64,000 letter weight 
sheets an hour on the largest model. 

Itis wholly automatic, and extremely 
accurate. The top sheet is lifted by air, 
carried by suction to the conveyor 
tray. Each collated set is checked for 
thickness. A faulty set will cause a 
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Fast « efficient work saver- 


stoppage, which is indicated by lights, 
and can be remedied in seconds. 

This machine is worth its cost in 
convenience alone, and soon pays for 
itself in personnel problems avoided, 
time saved, and faster distribution and 
mailing. Hundreds of users find the 
Collator invaluable in assembling form 
letters, bulletins, price lists, catalogues, 
instruction manuals, etc. 

The Macey Collator is now backed 
by Pitney-Bowes expert service from 
259 locations. Call the nearest PB 
office for information, or send coupon 
for free booklet and case studies. 
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automatic stacker, and wire stapler 


This 8 station model will 
gather up to 32,000 pieces 

an hour... handles sheet sizes 
from 3" x 5" to 12"x 17"... Also 
available in 4, 12 and 16 station 
models... Can be equipped with 


Het 


Free 
Booklet 


wid 
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Pitney-Bowes, Inc. 
2901 A Crosby St., Stamford, Conn. 
Send free booklet & case studies 
Name siesta 


Firm 


Address 
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Governor Frank Clement of Tennessee and Miss Cassandra Waterman, NSA president, 
greet the keynote speaker, Mrs. Ivy Baker Priest (right) Treasurer of the Unitd States 


Secretaries earning professional stature, NSA told 


“THE SECRET OF SUCCESS is con- 
stancy of purpose,” the celebrated re- 
mark of Disraeli, was the theme of 
the tenth annual convention of the 
National Secretaries Association, held 
July 20-23 in Chattanooga, Tennessee. 
It also provided the starting point from 
which Mrs. Ivy Baker Priest, Treasurer 


Secretary of the Year, Mrs. Alice Huntley, receives crown from Mrs. Genevieve 
Lenz, 1954 winner. Mrs. Erma Knef (left) and Miss Catherine Timpany (right), 


of the United States, set out in her key- 
note address to exhort the secretaries 
of the country to continue diligently in 
their efforts to obtain professional sta- 
tus and recognition for secretaries. 
“Established professions have three 
distinct characteristics” said Mrs. Priest. 
“First, they possess qualification re- 


third and second place winners respectively, look on 
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quirements for admittance—an isolated 
body of knowledge acquired through 
specialized training. Second, they are 
characterized by a relentless drive for 
improvement, for progress. Members 
evidence an eagerness and innate urge 
to continual learning through experi- 
ence and study throughout life. 
Through the medium of lectures, pub- 
lications, conferences, and meetings 
with others of their profession, they 
gain benefits of wider experience, bene- 
fits of infusion of new life, new 
thoughts and new ideas. 

“They acquire, and this is the third 
characteristic of established professions, 
professional attitudes, a reflection of 
mental alertness and interest in their 
work—an esprit de corps, if you will— 
a sense of upholding the prestige of 
their group—a standard of ethics 
which motivates and guides them 
toward desired goals. In their day to 
day work they are moved by a belief 
or creed which goes beyond their day 
to day work—one that gives meaning 
to their action.” 

Mrs. Priest commented on the im- 
portance of recognizing that all things 
change. The role of women in busi- 
ness and government, for example, has 
increased markedly over the last few 


(To page 66) 
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Are your business machines 
delivering all they could? 


You have a lot of money invested in business ma- 
chines. The manufacturer built them carefully to do 
various office jobs. 


But how can they deliver what you want them to, 
if the inked ribbons, carbon papers, and mimeograph 
supplies you use do not live up to the mechanical 


demands of the machines themselves? 


Roytype, a department of Royal Typewriter Com- 
pany, makes quality supplies for all business ma- 
chines. They are listed below. They can save you 
money. They can produce better work. They can 
help you produce this work faster. 


INKED RIBBONS 


typewriter 
adding machine 
addressograph 
hectograph 
duplimat 

transfer posting 


tabulating 
checkwriting 
eradicator 
photostat 
blueprint 


typewriter 

pencil 

special carbons for 
reproducing machines 

spirit duplicating 

gelatin hectograph 

unit masters 


CARBON PAPERS 


colored carbons 

carbon rolls 

carbon ribbons 

register rolls 

carbon binders 

billing carbons 
bookkeeping machine rolls 


Mimeograph supplies . . . type cleaner . . . spirit fluid . . . dust covers... 
hand cleaner . . . Pedestaleg™. . . typewriter pads . . . brushes 


UYA ® Call your ROYTYPE Representative... 
Look under ‘“T'ypewriter Supplies” in the classified telephone directory 


Roytype,® a department of Royal Typewriter Company, division of Royal McBee Corporation 
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Secretaries— 
(Continued from page 64) 


decades, she pointed out. The secretary 
has become an indispensable factor in 
business, and the trend, she predicted, 
will continue into the future, even if 
the age of automation slows down the 
rate of increase in the demands for 
office workers. 

Of particular importance, she said, 
was the effort being made by the Na- 
tional Secretaries Association to estab- 
lish professional standards for secre- 
taries—the CPS (Certified Professional 
Secretary) program, by which 582 sec- 
retaries in this country, having passed 
a 12-hour examination in the skills, 
techniques and basic knowledge of 
six aspects of “secretaryship,” have 
been awarded CPS standing. While 
this number is small in proportion to 
the number of secretaries, she expressed 
the view that it sets an invaluable ex- 
ample. “It may bring the public 
around to accepting the profession of 
secretary without question,” she said. 

Another feature of the NSA con- 
vention was the selection of the 1955 
“Secretary of the Year.” The award 
is made on the basis of education, ex- 
perience, appearance, and poise. This 
year's winner was Mrs. Alice Huntley, 
of Los Angeles. Mrs. Huntley, secre- 
tary to J. H. Kindelberger, board 
chairman of North American Aviation, 
Inc., received her crown from last 
year's winner, Mrs. Genevieve Lenz, 
of Niagara Falls, N. Y. Miss Catherine 
Timpany, of South Portland, Me., and 
Mrs. Erma Knef, of Union, N. J., were 
second and third place winners re- 
pectively. 

The convention program included a 
number of business and education ses- 
sions, one of which was a panel on the 
“Plus Three Formula”; the title refers 
to the equation, “secretary plus edu- 
cator plus management equals success.” 

On the final day, national officers 
were elected. Miss Cassandra D. 
Waterman, of Niagara Falls, N. Y., 
was named president. Miss Waterman 
is secretary to F. W. Bonacker, assistant 
vice president of the Carborundum 
Co., Niagara Falls. In a sense, she suc- 
ceeds herself as president, for she has 
served in an acting capacity for several 
months, illness having forced Mrs. 
Lilyan Miller to relinquish her presi- 
dential duties midway through her 
second term. 
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Coming Events 


Computing Machinery Conference. 
Philadelphia, September 14-16. 
Sponsor: The Association for Com- 
puting Machinery. Place: The Penn 
Sherwood Hotel. 


Annual Southeastern Personnel Con- 
ference. Durham, N. C., September 
14-16. 


Sponsor: Duke 
Duke University. 


University. Place: 


Second Annual Conference on Records 
Management. New York, September 
19-20. 

Sponsors: New York University 
Graduate School of Business Admin- 
istration; National Records Manage- 
ment Council, Inc. Place: New York 
University. 


Arizona Business Show. Phoenix, 
Ariz., September 22-28. 

Sponsor: Phoenix Chapter of the Na- 
tional Office Management Association. 
Place: Westward Ho Hotel. 


AMA Personnel Conference. 

New York, September 26-28. 
Sponsor: American Management Asso- 
ciation. Place: Hote] Statler. 


13th Annual Conference on Training 
in Business and Industry. Lafayette, 
Ind., September 28-30. 

Sponsor: Purdue University. Place: 
Purdue University. 


National Employ the Physically Handi- 
capped Week. October 2-8. 

Sponsor: American Federation of the 
Physically Handicapped, 1370 National 
Press Bldg., Washington, D. C. 


NOMA Office Machinery & Equip- 
ment Exposition. Atlanta, October 
10-12. 

Sponsor: National Office Management 
Association. Place: Biltmore Hotel. 


SPA International Systems Meeting. 
Detroit, October 10-12. 

Sponsor: Systems and Procedures Asso- 
ciation of America. Place: Sheraton 
Cadillac Hotel. 


10th Annual Governmental Purchas- 
ing Conference and Products Exhibit. 
Washington, October 16-19. 

Sponsor: National Institute of Govern- 
mental Purchasing, Inc. Place: Shore- 
ham Hotel. 
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AMA Office Management Conference. 
New York, October 17-19. 

Sponsor: American Management Asso- 
ciation. Place: Hotel Statler. 


Rochester Business Show. Rochester, 
N. Y., October 20-22. 

Sponsors: Rochester Chapter of the 
National Office Management Associa- 
tion; Rochester Chamber of Commerce. 
Place: Chamber of Commerce Build- 


ing. 


National Business Show. New York, 
October 24-28. 

Sponsor: Office Executives Association 
of New York (New York Chapter of 
the National Office Management Asso- 
ciation). Places: 69th and 7\|st Regi- 
ment Armories. 


Cincinnati Business Show. Cincinnati, 
October 25-26. 

Sponsor: Cincinnati Office and Busi- 
ness Equipment Show Committee, Inc. 
Place: Hotel Sheraton Gibson. 


AMA Insurance Conference. Chicago. 
October 26-28. 

Sponsor: American Management Asso- 
ciation. Place: The Palmer House. 


10th Annual Business Forms Conven- 
tion. Edgewater Park, Miss. 

October 29-November 3. 

Sponsor: National Business Forms As- 
sociates. Place: Edgewater Gulf Hotel. 


CIA Conference. Los Angeles. 
November 6-9. 

Sponsor: Controllers Institute of Amer- 
ica. Place: Statler Hotel. 


San Francisco Conference and Office 
Equipment Show. San Francisco, 
November 7-9. 

Sponsor: San Francisco Chapter of the 
National Office Management Associa- 
tion. Place: Sheraton Palace Hotel. 


IMS Annual Time and Motion Study 
and Management Clinic. Chicago. 
November 9-11. 

Sponsor: Industrial Management So- 
ciety. Place: Sherman Hotel. 


Conference on Office Automation. 
Chicago, November 14-15. 

Sponsor: The University of Chicago. 
Place: Shoreland Hotel. 


Second International Automation 
Exposition. Chicago, November 14-17. 
Sponsor: The International Automa- 
tion Exposition. Place: Navy Pier. 
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‘'i’m Guaranteed... 


LIKE ALL “KELLY GIRLS”, IM 
BONDED AND ABILITY-TESTED TO 
FILL TEMPORARILY ANY BUSINESS 
POSITION IN YOUR OFFICE. HERE’S 
HOW WE SAVE YOU MONEY... 


Business peaks, sick leaves, vacations, 
piling work on your staff? Call in the 
“Kelly Girls”. For a day, a week, a 
month, a year—you'll be time and 
money ahead if you do. Versatile, effi- 
cient “Kelly Girls” work right in your 
office, on our payroll—at a price you 
want to pay. 


And you pay only for hours worked 
—no bonuses, premiums or overtime. 


You’re purchasing capability and ex- 
perience — and you get it with a bonded, 
insured, ability-tested “Kelly Girl”. 


“Kelly Girls” are “helping out” employ- 
ers in America’s largest corporations or 
in one-girl offices. They are working as 
typists ... stenographers .. . filing clerks 
... billing clerks . . . switchboard oper- 
ators ... comptometer operators . . 

receptionists ... and general office help. 


So let “Kelly Girls” eliminate the prob- 
lems of temporary work loads. Phone the 
Russell Kelly Office Service in your city. 
If the number is not listed in the direc- 
tory, check telephone information — new 
cities are being added daily. 


CALL US TODAY 
& 
> 


g~ 


GET A GIRL TOMORROW 


RUSSELL KELLY OFFICE SERVICE 


HEADQUARTERS: Free Press Building, Detroit, Mich. 


Temporary Business Women To Assist Businessmen 


September, 1955 
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Speed truck deliveries 
with Ozalid copies... 


Truck drivers often wasted hours waiting for invoices. 


Deliveries were delayed, customers complained... 


Now this food manufacturer uses a 
translucent order form, hand written. 
Terms, route, invoice number, prices and 
extensions are entered on the form. And 
Ozalid copies serve as invoice, packing 
slip, delivery receipt, sales records. 

Trucks are hours ahead of their old 
schedules. Delivery control is improved, 
errors avoided, invoicing time and costs 
greatly reduced. 


In your own company, you can find 
any number of Ozalid applications which 
will do away with retyping, and copying 
on cumulative records and reports, order 
filling and purchasing. Ozalid speeds 
paperwork, saves time, frees employees 


FOR MORE INFORMATION USE 


EADERS' INQUIRY COUPON ON PAGE 98. 


for more productive work. 

An Ozalid machine will copy anything 
written, typed, printed or drawn on any 
translucent (lets light through) material 
—without photography. Reproduction is 
instant. A letter size copy takes less than 
a minute, costs less than 2¢—faster and 
cheaper than photocopying. And anybody 
can use an Ozalid machine. 

Ask the nearest Ozalid distributor 
(see phone book) to show how Ozalid 
can help you. Or write 181 Ozaway, 
Johnson City, N. Y. In Canada, Hughes 
Owens Co., Ltd., Montreal. 

OZALID — A Division of General 
Aniline & Film Corporation 
Research to Reality. 


... From 


OZAMATIC (left) is a table 
model, handles sheets as 

wide as 16”, and can make 
ur to 1000 prints an hour, 


Tools of the Office 
(From page 62) 


“Lokator” paging equipment. Basic 
unit is selector, with 20, 40, or 60 
code calls, selected by lever. Code 
sounds automatically until lever is re- 
turned to normal position. Codes are 
of one- and two-digit numbers. (Lar- 
gest unit uses some three-digit signals.) 
Signals can be sent to audible or visual 
signal devices of various types. Also a 
line of executive pushbutton equipment 
with from one to six buttons; larger 
models can be ordered. 

The Ericsson Corp., 100 Park Ave., 
New York. Line of dial telephone 
equipment made in Sweden. Equip- 
ment operates through automatic 
switchboard, has conference and paging 
facilities, dial tone, busy signal, auto- 
matic ringing, optional loudspeakers, 
and other features. Desk and wall 
models available. Also small systems 
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with from two to eight instruments. 

Executone, Inc., 415 Lexington Ave., 
New York. A line consisting of 140 
models of direct-wire equipment, in- 
cluding telephones of the desk and wall 
types, cabinets, and loudspeakers. Fea- 
tures available include busy signal, 
automatic ringing, “hold-annunciator” 
device to announce and hold a call at 
a busy station until it can be answered, 
handsets, public address system cut-in, 
volume controls, lock-out of incoming 
calls, facilities for reply from across 
the room (on staff stations), and pag- 
ing facilities. New this year is “6000” 
system including wall-type masters (for 
either flush or surface mounting). 
Prices from $60. The company has 
also been making special systems instal- 
lations, such as the timekeeping appli- 
cation described in the introductory ar- 
ticle. 

Feiler Engineering & Mfg. Co., 8026 
N. Monticello Ave., Skokie, lil. “Port- 
A-Phone” equipment of the wireless 
type. Small plastic cabinets (8% by 
6 by 5% in.) weigh 4% lbs., have 
handles and are designed for porta- 
bility. Three frequencies available, 
permitting units on one frequency to 
operate independently of units on an- 
other. “Sensitivity booster” amplifies 
weak signals to transmit greater dis- 
tances; “dual transmission” provides 
two methods of communication: line 
and ground; and “Hush-O-Matic” fea- 
ture suppress circuit noises. Units have 
volume control. Price, $42.25 for each 
station. 
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depends on 


the impressions 


Better be sure 
she uses 


@ ribbon by-- 


OUR LETTERS will be neater, clean- 
7. when they are typed with Old 
Town typewriter ribbons. These qual- 
ity-controlled ribbons are made from 
the finest inks and fabrics. They are 
self-renewing, wear uniformly and pro- 
duce clear, sharp characters at all 
times without blur or smudge. And 
your secretaries will appreciate the 
smooth, clean erasures. 

Another tip for neater correspond- 
ence ... have your secretaries change 
their typewriter ribbons regularly. 
Tired, worn ribbons make the most 
sparkling letter dull reading. 
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she makes here 


2%, 


L 


A FREE TYPewRiTER RIBBON FOR YOUR SECRETARY 


Prove to yourself that an Old Town ribbon does make a 
difference in your correspondence. Simply have your secre- 
tary address her request to us on your company stationery 
stating the make and model of her typewriter and the kind 
of type—pica (large) or elite (small). We will send her, free 
of charge or obligation, an Old Town ribbon for her machine 
along with an interesting informative folder describing the 
various fabrics and inkings for typewriter ribbons and the 
uses for which each is designed. Write Old Town Corporation, 
345 Madison Avenue, New York 17, N. Y. Dept. OM-9 


World’s foremost maker of carbons, ribbons, 
duplicators and duplicating supplies 


TYPEWRITER RIBBONS 


FOR MORE INFORMATION USE READERS’ INQUIRY COUPON ON PAGE 98. 69 


' ie - oa 
a, : 
+= 
| Naa ? 
‘ ; ie 
The impression you make there—— " af we 
“ i ; ‘& 7 ai ’ a 
a © __W a wi ee 
; - an | 
te ee les — a . 
an ‘“ we “hy - 7? : a 4 4 ii ‘ 
. oo es t, | 
a — ei 
J \ By * . cz ee ‘ a 
7" _ fa i 
) .. ae. ee re Ag Py ‘ 
| <é 5 = 
Le | : i 
{ Oy ux -. 
P 3 x A ~~ a 
f F , - 
' Bi ii 
| My es A ° wi 
- ; . él - ¥ \ t j 
Se (=~ iF) , 
| a 
ae Ra ae | il 
. . E i . 
a 
, rhe Bi} 


Wr he, ae 


Business Machines 


International 
Corp., 590 Madison Ave., New York. 


“Electronic Paging System,” which 
makes use of existing electric lighting 
circuits. Central code selector is used 
to select and transmit numerical code 
signals automatically. Signal is chosen 
by inserting selector plug. Signals 
can be transmitted to bells, gongs, 
chimes, dome lights, and portable pag- 
ing units. Can be used to signal work 
and rest periods either manually or 
automatically. 

also be sounded. 


Emergency alarms can 
Central code selectors 
have capacities from 10 to 90 codes. 


Tools of the Office 


Kellogg Switchboard & Supply Co., 
79 W. Monroe St., Chicago. 
“Select-O-Phone” telephone equipment 
operating through an automatic switch- 
board. Telephones are of dial type and 
can be used for private or conference 
calls. Available features include lock 
out of incoming calls, executive right- 
of-way, paging (including emergency 
alarms), credit authorization equip- 
ment. Phones of desk, wall, and side 
mounting type available. 


Line of 


Demand the Beat ta 2. 


Congress Hotel 
Oct. 1-5 


“OUTSELL... 


ALL OTHERS 


Sold Only Through Recognized Wholesalers 


PLYMOUTH RUBBER COMPANY, INC. 


FOR MORE INFORMATION USE READERS' INQUIRY COUPON ON PAGE 98. 


| measuring 914 


| carrying handles. 


| Stations are wall- 
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Lamson Corp., \0 Lamson St., Syra- 
cuse, N. Y. Line of various models of 
“Airtube” equipment. Typical system 
consists of a centrifugal exhauster for 
maintaining vacuum in system, and 
tubes through which carriers are driv- 
en by a stream of air. Tubes available 
in cross sections from 14 in. diameter 
to 3 by 12 in. Automatic switching 
system can be used to eliminate use of 
a central desk. As many as 100 stations 


' can be interconnected. New kit, for 


“do-it-yourself” installation of two-way 
system, connecting points as far apart 
as 130 ft., was introduced last January; 
price of kit, $525, f.o.b., Syracuse, 
N. Y. Also conveyor belt systems. 

Mitchell Mfg. Co., 2525 Clybourn 
Ave., Chicago. Line of wireless equip- 
ment. Units are small plastic cabinets 
by 6% by 5% in., 
lbs., and equipped with 
Complete two-unit 
system costs $69.50; extra single units, 
$34.95. 


weighing 4, 


National Inter-Communicating Sys- 
tems, Inc., 1130 N. Milwaukee Ave., 
Chicago. Line of “Convers-O-Call” di- 
rect-line equipment, including masters 
and sub-stations. Conference facilities 
Wall-type speakers, 
annunciator light systems, paging fa- 
cilities available. 


can be provided. 


Radio Corp. of America, Front and 
Cooper Sts., Camden, N. ]. Three 
basic lines. “RCA Modernphone” and 
“RCA Intercom” equipment are of di- 
rect-wire type. Modernphone systems 
can accommodate from 2 to 40 individ- 
ual stations of the telephone type, in- 
cluding desk and wall units. All stations 
can be simultaneously engaged in either 
private or conference calls. Features in- 
clude executive right-of-way and public 
address system cut-in. RCA Intercom 
units are of cabinet type, with from 2 
to 18 stations in one system. System 
provides private calls only. Features 
include volume controls and lock-out 
of incoming calls. “RCA Auto-Dial” 
system is complete private telephone 
system, using automatic switchboard. 
or desk-type tele- 
As many as 1,000 stations can 
be used in one system; several can be 
inter-connected for conferences. Avail- 
able features include busy signal, auto- 
matic ringing, dial tone, executive 
right-of-way, public address system cut- 
in, volume controls, lock-out of incom- 
ing calls. A new executive master 
station has either 20 or 40 keys to pro- 
vide automatic dialing of staff mem- 


phones. 
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ACE SCOUT Ie 


You Can Choose From A Complete Line OF ACE Staplers 


‘Ask your dealer to /et you choose the Stapling 
Machine you want from the complete line of ACE 
Stapling Equipment. You see, ACE makes a TOP 
quality machine, built with watch-like precision, 
at whatever price you wish to pay! Whether you 
choose the highest priced ACELINER or a mod- 
erately priced ACE machine, you'll get bigger 
value and more years of satisfactory service. 


ACE Stapling Equipment is so highly regarded 
and so well known, that millions are now in 


 ACELINER 


September, 1955 


daily use, all over the world! In fact, the name 
ACE on Stapling Machines, Staples, and on the 
Staple Remover, is your assurance of dependable 
stapling performance for a lifetime! 


Remember, only responsible dealers are author- 
ized to sell ACE Stapling Equipment. Make it a 
point to see the full line at your nearest ACE 
dealer’s. You will find him capable and ready to 
help you choose the model best suited to your 
needs. 


SOLD THROUGH DEALERS EXCLUSIVELY! 


FOR MORE INFORMATION USE READERS' INQUIRY COUPON ON PAGE 98. 
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bers. A dial allows for reaching sta- 
tions not normally contacted. Unit has 
built-in transmitter and speaker, per- 
mitting hand-free operation; handset 
is also provided, plus “remembering” 
mechanism for automatic calling of 
busy stations. 


Tools of the Office 


masters. Cabinet-type desk units, and 
loudspeakers can be used. Features 
available include busy signal, public 
address system cut-in, volume controls, 


Rauland-Borg Corp., 3523 W. Addi- 
son St., Chicago. Line of “Amplicall” 
equipment of the direct-line type. Up 
to 24 stations can be included in the 
net; four or five can be interconnected 
simultaneously for conference calls. 
Maximum number of simultaneous 
private calls is one half the number of 


lock-out of incoming calls, and light 
annunciators. Price range, $64.50 to 
$154.50. 

Mark Simpson Mfg. Co., 32-28 49th 
St., Long Island City, N. Y. Line of 
direct-wire equipment. Information on 
current models not available at press 
time. 


SIMPLIFY ADDRESSING AND LIST HANDLING 
with SCRIPTOMATIC * 


The Only System to Print Directly from Card Address 
Masters to Envelopes... Booklets...Mailing Tape 


IF YOU HAVE LARGE LISTS: 


Scriptomatic Reduces Material and Labor Costs — 
address masters eliminate cost of metal pl 
stencils . . . are typed quickly and easily 
ordinary typewriter . . . on continuous fo 
desired. Other forms, such as labels, can be 
pared at the same time. Scriptomatic masters save 
filing space, too . . . require as little as 1/16 the 
space of regular stencils. 


IF YOU HAVE COMPLEX LISTS: 


Scriptomatic Increases List Flexibility and Selectivity — 
Any tabulating machine card can double as a 
Scriptomatic master. Scriptomatic tab card masters 
keep all pertinent data available on a single card 
+ + + eliminate time and cost of maintaining dupli- 
cate lists. All the selective flexibility of any stand- 
ard tab card is retained by Scriptomatic, using the 
card itself as the master for addressing any type 
of promotional material or mailing tape. 
SCRIPTOMATIC ADDRESSING MACHINES NOW 
AVAILABLE WITH ELECTRONIC SENSING FOR 
MASTER SELECTIVITY WHILE ADDRESSING. 


ary 


If addressing and list handling procedures present problems ir your office 
—investigate Scriptomatic, now! Actual case studies of leading users prove 
Scriptomatic methods the simplest, fastest and most economical possible. 


DESCRIPTIVE MATERIAL AND CASE STUDIES AVAILABLE AT NO OBLIGATION. 
WRITE TODAY. 


® Seriptomatic is a Registered Scriptomatic, Inc. trademark. 


SCRIPTOMATIC INC. 


FOR MORE INFORMATION USE READERS’ INQUIRY COUPON ON PAGE 98, 


| 
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Wm. M. Smith Co., 20 Ferguson 
Ave., Broomall, Pa. Line of “Call/- 
sender” equipment of the direct-line 
type. Cabinet-type desk units and loud- 
speakers offered, including masters 
and sub-stations, with seven the top 
number in any one system. As many 
as seven can be interconnected for 
conference calls, and three private con- 
versations can be carried on simultane- 
ously, depending on the system. Calls, 
via switch buttons, cause clicking sound 
at station called, to attract attention. 
Cabinets are compact, measuring 7% 
by 54% by 3% in. Price range, from 
$41.95 to $44.95 and $10.95 for addi- 
tional sub-stations. 

Stenafax, Div. of Times Facsimile 
Corp., The Biltmore Arcade, Madison 
Ave., at 43rd St., New York. Line of 
“Stenafax” equipment of the facsimile 
type, which is used in duplication 
work. Like other facsimile equipment 
it works on a scanning principle that 
permits it to transmit, electronically, 
exact copies of written, printed, type- 
written, and other material, including 
photographs. 

Stromberg-Carlson Co., Sound Equip- 
ment Div., 1225 Clifford Ave., Roches- 
ter, N. Y. Line of “Dial-X” equip- 
ment, operating through automatic 
switchboards. Stations are of dial tele- 
phone type, with models for desk and 
wall mounting. Maximum number of 
stations, 40; maximum number of 
simultaneous private calls, 20; maxi- 
mum number of stations which can be 
interconnected for conferences, 10. 
Available features include busy signal, 
automatic ringing, executive right-of- 
way, public address system cut-in, lock- 
out of incoming calls, voice call-in, 
paging facilities, and “magic memory” 
circuit which remembers calls to busy 
stations and places call automatically 
when previous call is completed. 

TN Telephone Sales Corp., 11 Park 
Piace, N. Y. No current information 
available. 

Talk-A-Phone Co., 1512 S. Pulaski 
Rd., Chicago. Two basic lines. “Super 
Chief” direct-line system consists of 
masters and sub-stations, with as many 
as 100 in a system, Maximum number 
of simultaneous private conversations 
is one half the number of masters in 
the system. Conference call facilities 
provided. Features include busy signal, 
volume controls, lock-out of incoming 
calls, “Traffic Control” to indicate 
when a station being called is busy or 
not busy, two-way conversations be- 
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Pencil Sales Division 87-J-9, The Joseph Dixon Crucible Company 
Jersey City 3, New Jersey 
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tween masters without need to operate 
controls, sensitivity control, etc. Tele- 
phone, cabinet, and loudspeaker models 
available. Also a line of wireless equip- 
ment, including the “Talk-A-Phone 6- 
Station Selective Wireless System,” 
which is a new development. Prices 
from $51. 

Talk-O-Products, 163 St. Paul St. 
Rochester, N. Y. Current information 
not available at press time. 

TelAutograph Corp., 1128 Crenshaw 
Blud., Los Angeles. TelAutograph 
“Telescriber” equipment is described 
by its manufacturer as providing “elec- 
tronic longhand.” It is a special form 
of intercommunication equipment in 
that it transmits written information in 


Tools of the Office 


lieu of spoken words or audible signals. 
The writer uses an electrified pen to 
write his message; this actuates a syn- 
chronized pen at the receiving station, 
creating a written copy of the original 
material. Units are small and can be 
placed on desks or stands. As many 
as 150, or more, stations can be 
connected in one system, and as many 
as 32 can be interconnected for a con- 
ference call. When a message has been 
written, a buzzer is rung at the receiv- 
ing end. Messages can be sent to any 
or all stations at once. Incoming calls 


THIS IS THE FASTEST 2 CHEAPEST 
== & SHIEAPEST 
WAY OF DUPLICATING A FEW OR A 
FEW HUNDRED COPIES IN YOUR OFFICE 


4a. 


POLYCHROME 
Transfer Unit for 
making your V-Kote* offset” 


Finished V-Kote* offset plate Put V-Kote* on any dupl 


made in less than one © 
minute from original 


_ —Davidson or Multilith — 


One sided or two sided copy, 


produce a few—or a few hundred— drawn, or written—any type of | 


copies of all types of ig or 
business forms, bulletins, 
drawings, reports, etc. 


~ POLYCHROME 
2 ASHBURTON AVENUE — 
*T.M. and Pat. Pend. ; 


CONTACT YOUR LOCAL VERIFAX DEALER FOR A CONVINCING DEMONSTRA 


e 


1 write today for FREE booklet giving complete details — 


CORPORATION 


YONKERS 2, NEW YORK — 


TRADE MARK REG 


FOR MORE INFORMATION USE READERS' INQUIRY COUPON ON PAGE 98. 
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are locked out during transmission. 
Systems are designed and installed to 
meet individual requirements. Equip 
ment can be used with special business 
forms to create permanent records. 

Vintage Products Co., 1320 S. Grand 
Blvd., St. Louis. Line of “Zimphone” 
and “Zimcom” products includes desk 
and wall telephones and cabinets, in- 
terconnected by direct wire. Power is 
supplied by battery. Price range, $5 to 
$10, approximately. 

Vocaline Co. of America, Inc., 100 
Bristol Bidg., Old Saybrook, Conn. 
Line of “Vocatron” equipment of the 
wireless type. Information on current 
models not available at press time. 

Webster Electric Co., 1900 Clark St., 
Racine, Wis. Two basic lines: “Tele- 
talk” equipment is of the direct-line 
type. Units available include cabinets, 
loudspeakers, and auxiliary handsets. 
As many as 24 stations can be inter- 
connected for conferences. Maximum 
number of simultaneous private con- 
versations is one half the number of 
stations. Features available include 
busy signal, executive right-of-way, 
public address system cut-in, volume 
controls, and visible and audible an- 
nunciators, hand-sets, and ear phones. 
Some cabinet models designed to be 
recessed in wall. Large custom instal- 
lations can be specially ordered. “Com- 
ette” line includes compact, portable, 
wireless-type cabinets with switch per- 
mitting use of ground in transmission, 
volume control, and noise squelching 
circuit. A second system, consisting 
of two stations, is similar except that 
the units are wired directly to each 
other. 

The Western Union Telegraph Co., 
60 Hudson St., New York. Among its 
other equipment and services, Western 
Union offers several types of “Intrafax” 
facsimile equipment, which transmits, 
by wire, exact copies of written ma- 
terial, including handwriting, typing, 
printed matter, and photographs, Sys- 
tems can permit sending a message to 
from | to 30 destinations. All stations 
can be linked to each other as well as 
to the central office. Equipment is 
available in three sizes: letter size 
(scanning an area 8 by 10 in.), note 
size (scanning area, 3 by 5% in.), and 
ticket size (scanning area, 1-7/16 by 
4-1/16 in.). Note size equipment, 
known as “Desk-Fax” provides incom- 
ing and outgoing telegraph or cable 
service directly to the office, in addition 
to its capacity to perform intercom- 
munication work. 
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Have a Space Problem? 


“Correlation” 


for Complete Integration! 


If space control is a problem in your office .. . and 
you're not satisfied with the ‘‘work shop"’ appear- 
ance of most modular office furniture, then here's 
exciting news for you! 

Steel Age has combined the traditionally superb 
quality and styling of fine steel office furniture with 
a new design that permits complete flexibility and 
integration. It's the great new Correlation Line! 

And look what Correlation enables you to do: 
1. Create dozens of types and sizes of correlated, 
space-saving work stations, quickly and easily. 

2. Adapt individual desks to new job or space de- 
mands, because tops, pedestals and end panels are 
completely interchangeable. 

3. Enjoy the convenient new 30” depth and such 
exclusive Correlation features as whisper-quiet nylon 
roller storage drawers and your choice of over 50 
stimulating new Steel Age color combinations of 
finishes and desk top materials. 


Office of Owens-Corning Fiberglas Co., Newark, Ohio. 


Steel Age Correlation units actually cost less than 
most conventional steel desks! The Correlation system 
of office integration is described and illustrated in 
our full-color brochure No. 500A. Ask your Steel Age 
Dealer for a copy ...or write directly to us. 


“The Quality Choice of Modern Offices” 


3000 Line Desks * Correlation Line Desks * 1000 Line Desks 
Grade “A" Files * Commercial Grade Files * Corrian Files 
Grade "A" Counter Units « Removable Tray Files 
Storage Cabinets and Special Purpose Units 


es 
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CORRY-JAMESTOWN MFG. CORP., CORRY 12, PA. 
Branch Offices: Atlanta « Boston e Chicago e Dallas « Detroit « New York e Oakland « Philadelphia « Seattle 
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Association News 


THE RECORDS Management Asso- 
ciation of New York held its annual 
June Dinner in the Pink Salon of the 
Fifth Avenue Hotel on the 13th. Fol- 
lowing dinner, the incoming officers 
(listed in the June issue of Office Man- 
agement) were introduced, The prin- 
cipal speaker of the occasion was Wil- 
lard R. Espy, Promotion Director, of 


The Reader's Digest. Mr. Espy, dis- 


cussing, “Better Reading for Better 
Living,” said that the informative 
value of magazines, as compared to 
that of books, was widely under- 
valued. He said that many good books 
are based on articles that originally ap- 
peared in magazines, often by the same 
authors. As contrasted to radio and 
television, he said, material which is 
read has a more lasting effect, because 
it requires the reader’s participation. 
Moreover, printed words remain to be 
reviewed or studied, while sounds and 
sights coming over the air are tran- 


snes 
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( DAGE “AN EXTENSION OF HUMAN VISION” 


: 3 
Dr. Philip Lewis, Chairman, Dept. of Education, Chicago Teachers College, uses 


Dage Closed-Circuit TV in teaching Type Face Identification. 


“TEACHING BY TV CAN BE AS EFFECTIVE 


AS CLASSROOM 


That's how leading educators evaluate the latest 
teaching development . . . the use of closed-cir- 
cuit TV by DAGE. Lengthy experiments have 


INSTRUCTION.” 


shown that students receiving their lessons over 
closed-circuit TV learn just as well as students 
attending classroom lectures. 


THE RESULTS OF THESE EXPERIMENTS ARE FAR REACHING... 


IN EDUCATION . . 
overflow groups .. 


. TV by DAGE can reach 

. the serious shortage of 
teachers may be lessened . . . special lectures 
can be delivered to hundreds of students at one 
time . . . groups of students can get closeups of 
detailed exhibits or even microscopic slides 


“ee 


IN BUSINESS AND INDUSTRY .. . where teaching 
is also a normal, everyday function . . . indus- 
trial training programs can be speeded . . . spe- 
cial new processes can be shown to large groups 
— or to groups at a distant location . . . techni- 
cal operations can be visually brought to groups 
of trainees... 


Teaching is only one way that TV by DAGE is being used today by schools, 
business and industry. Business records are inspected and signatures verified . . . 
dangerous operations are viewed safely...inaccessible devices are easily supervised. 
Inexpensive to install and operate, TV by DAGE is a visual tool that pays for 


itself many times over. Whatever your business . 


. « find out how closed-circuit 


TV by DAGE can improve your operation and save the time of your key em- 
Ployees. For a free booklet detailing DAGE equipment and installations, write, 
wire or phone Dept. OM-1, DAGE TELEVISION, Michigan City, Indiana... 


Michigan City 3-3251. 


y meee — r) 

i 0 ; TELEVISION 

f] Division of Thompson Products, Inc. 
I; Michigan City, Indiana 


IN CANADA DISTRIBUTED BY ROGERS MAJESTIC ELECTRONICS, LIMITED, TORONTO, ONTARIO 


FOR MORE INFORMATION USE READERS’ INQUIRY COUPON ON PAGE 98. 


76 


September, 1955 


sitory; the printed word thus makes it 
possible to get one’s facts straight. 


THE MINNEAPOLIS-St. Paul Chap- 
ter of the National Office Management 
Association has elected the following 
new officers: president, Irene D. Kreid- 
berg, Remington Rand Div., Sperry 
Rand Corp.; vice president, W. C. 
Costello, Anchor Casualty Co.;  sec- 
retary, L. D. Jepson, Northrup, King 
& Co.; corresponding secretary, Louis 
J. Cooke, Workman Service Co.; and 
treasurer, Perrie C. Boliou, First Na- 
tional Bank of St. Paul. 


THE SOCIETY for Advancement of 
Management added a new Puerto 
Rican chapter in July. This brings 
to 59 the number of Senior Chapters 
throughout the United States and Can- 
ada. The SAM also has 85 University 
Chapters. The installation meeting on 
July 6th in San Juan was featured by 
an address on “Our Challenging Fu- 
ture,” by Dr. Lillian Gilbreth. The 
charter presentation address was made 
by Executive Vice President Harold R. 
Bixler, of the National Society. 


THE CONTROLLERS Institute of 
America has moved its national head- 
quarters to 2 Park Ave., New York. 
In its new and larger offices it will 
share space with the Controllership 
Foundation, Inc., its research arm. 
Both organizations were formerly lo- 
cated at 1 E. 42nd St., New York. 


THE RECORDS Management Associ- 
ation of Milwaukee has announced that 
Mrs. Elsie Matthews, Ladish Co., Cud- 
ahy, Wis., has been elected president 
for 1955-56. Other new officers are: 
Miss Marie Koenings, vice president; 
Mrs. Adelaide Coffelt, recording secre- 
tary; Mrs. Catherine Halladay, corre- 
sponding secretary; and Mrs. Ruth 
West, treasurer. 


THE SOCIETY for the Advance- 
ment of Management has elected of- 
ficers for 1955-56. Francis F. Brad- 
shaw, president of Richardson, Bel- 
lows, Henry & Co., New York, is the 
new president, succeeding George B. 
Estes, of Republic Aviation Corp., 
who is now a director-at-large. Other 
new officers are: executive vice presi- 
dent, John B. Joynt, American Enka 
Corp.; treasurer, Homer E. Lunken, 
Lunkenheimer Co.; and secretary, 
Dause L. Bibby, International Business 
Machines Corp. President Bradshaw 
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Are you feeding ore in your office? Most offices are! 
He’s that mass of ever-accumulating records that bulks 
up files, eats up space, and gobbles up big hunks of 
profit! 


If you have any doubt about this beast stalking your 
office — try these three simple tests: 


Test #1 —Do you have an organized policy covering 
systematic retention, transfer or destruction of all papers 
and documents? If not, you must be feeding this ele- 
phant! Tremendous savings are possible. Assuming 
you have 50 files, annual savings of $3850* will result 
from the 35% of the records to be destroyed... 100 
files double this amount, and so on. And savings from 
“destruction” are only a drop in the bucket! 


Test #2—How long does it take to find or file a 
paper in your organization? It should not take longer 
than 1 minute. If it does, your company probably 
needs a Records Analysis. 


Test #3 — When you ask for a file by subject instead 
of by name do you get all the records pertaining to that 
subject — and are they in order for best use? A subject 
file is the backbone of a record-keeping operation — 
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this white elephant is made of paper! 


the source of vital facts for management decisions. 
Untold dollars ride on those decisions! 


Why delay? Get the latest information on actual dollar 
savings possible through modern records management 
methods. Get rid of the white elephant in your organi- 
zation. Start today by checking the coupon for this 
valuable free literature. 


Rlemington Ftarudl 


DIVISION OF SPERRY RAND CORPORATION 


Room 1942, 315 Fourth Avenue, New York 10 


Kindly send literature checked: 1 
*[) BSD32 — “Get These Annual Dollar Savings From Your Files’’ 1 
1 (1 X1200A — “A Basic Plan For Record Retention & Destruction” 4 
| © LBV396 — “How to Simplify Your Files And Filing Systems”’ | 
1 (0 X1615 — ‘Your Records — How To Cut Their Cost’’ I 
() LBV676 — ‘‘Kompakt Catalog" 
l CL) BSD5B — “Complete Microfilming Service’’ I 
Name__ a 
= Pr l 
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appointed or reappointed the following 
officers: vice president of civic affairs, 
a new office, George Goettleman, John- 
son & Johnson; vice president of man- 
agement research and development, 
Ralph C, Davis, professor, Ohio State 
University; assistant vice president of 
management research develop- 
ment, Arnold B. Shuman, professor, 
University of Oklahoma; vice presi- 


and 


dent of university chapter operations 
and development, Harold Fischer, pro- 
Franklin Marshall Col- 


lege; and vice presiden: of distribu- 


fessor, and 


tion, Allen Seares, vice president, Rem- 
ington Rand Inc. 


THE 
ment 
mund D. Dwyer 


ARMED 


Association 


FORCES Manage 
has appointed Ed- 
as Director of Pro- 
Mr. Dwyer has held several 
important assignments on the Board 
Col. 
Howard H. Cloud, Jr., a member of 
the Board of Directors, has been re- 
appointed Chairman of the Member- 
ship Committee. Carl Freedman has 
been reappointed to the position of 
Treasurer and Chairman of the Fi- 
nance Committee. 


grams. 


of Directors in the last year. 


Pre-test— 
(From page 22 


ture, general durability, maintenance, 
and initial costs. 

The building team has just begun 
studies of various standard office lay- 
outs as a guide in determining best 
arrangement for both clerical areas and 
private offices, with the advice of the 
interior designers, Knoll Associates of 
New York. Experiments are also being 
made with various colors and tones to 
determine which are most harmonious 
with lighting arrangements, use of 
movable partions, various styles of office 
furniture, and various types of window 
shading. 

The Colgate-Palmolive pilot experi- 
ment, carried out in the company’s 
present headquarters at Jersey City, 
was less ambitious than the Connec- 
ticut General trials, and was concerned 
primarily with furniture, equipment, 
and planning. Comparatively 
little architectural research other than 
determination of individual office size 
was carried out since Colgate is mov- 
ing into a building already completed. 


color 


Colgate, when first it decided to 


2 Special ACCO 
PRODUCTS 


To Step Up 
Filing Efficiency 


“Acco-Bound Papers Are SAFE 
Papers”’ is as true today as 50 years ago. 
But today there is an almost unlimited selec- 
tion of Acco products to insure filing effi- 
ciency in every department of your business. 
Your stationer will be glad to show you the 
Acco line and discuss your use of the new- 
est Acco products 


The Accopress 
Pin Prong Binder 


For binding the marginal pre-punched sheets 
used in many office machines. Available in 
many sizes in a choice of genuine press- 
board or heavy binder board covered with 
canvas or black pebble grain cloth. The 
binder—for temporary or permanent file use 

is equipped with an Acco Fastener having 


very narrow prongs. An indispensable aid to | 


orderly, safe filing of business machine forms. 


The BFC Accopress Binder 


Makes your file binders into a library of 
neatly bound and titled books. Similar to 
the famous BF standard Aceopress Binder 
but equipped with an adjustable, expand- 
able (up to 6”) back flap to provide a tight, 
flat indexing surface regardless of the thick- 
ness of the contents of the binder. Eco- 
nomical, and ideal for binding all papers. 


ACCO PRODUCTS, INC. 
Ogdensburg 


New York 


In Canada: Acco 
Co., Ltd., Toronto 


Canadian 


FOR MORE INFORMATION USE READERS' INQUIRY COUPON ON PAGE 98. 
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move its offices from Jersey City to 
New York, decided to make a thor- 
ough study of just what needs were 
to be met in the new offices, and then 


work through experiments in 
Jersey the pattern to be used in de- 
signing both executive and general 
office areas in the new building. 

A survey was made of all personnel 
who were to be given private offices to 
determine just what their actual re- 
quirements were. 


out 


How many visitors did they see in 
an average day? That could deter- 
mine both the space allotted, and the 
number of chairs given each office. 

What were their requirements as 
far as individual files were concerned? 
That could determine whether or not 
file cabinets were actually needed, or 
if a deep file drawer in the desk might 
not meet the needs equally well. 

On the basis of these surveys Col- 
gate has evolved a standard private 
office for all executives other than 
company vice presidents and fourteen 
officers below vice presidential status 
who still have unusual requirements 
that make it necessary for them 
to have more space than the average 
executive. All other private offices fol- 


‘‘low a standard model worked out in 


the present Jersey headquarters. Stand- 
ard steel desks and cabinets modified 
according to specifications submitted 
by the Colgate planners will be used in 
each office. Private offices will not have 
file cabinets, but each executive desk 
will have a deep file drawer. This, 
according to survey figures, is more 
than adequate to carry all the files 
needed in the private office. 

Writing slides in the desks will all 
have plexiglass covers. Thus they can 
serve not only as writing aids, but can 
also keep readily available papers or 
tables referred to constantly. Every 
desk also has one drawer similar to 
\the letterhead drawer in a secretarial 
desk, divided into five angled compart- 
ments which can be used to organize 
‘the executive's work for each day in 
| the week. 

The cabinets which every private 
office boasts also have been modified 
to meet the particular needs which 
Colgate found from its surveys to be 
common to all its executives. Steel 
side partitions, and frosted glass front 
partitions complete the Colgate pat- 
tern, with uniform draperies and car- 
peting of special design. Modern alu- 
|minum side chairs upholstered in ny- 


OFFICE MANAGEMENT 


a8 | le 
ie 
is ‘ 
ae: 
te: 
: ee 
f 
a Si a a 
Tanty Seas 
+ a ‘ 
5 
g po 
3 E . 
i ee ; 
ma il 
oe TL. 
by. Le 
Hcy 
ae 
*, * 
- he *, a © 
nd . Pade * £ mee .* a: 
7 i . + i Pi a \ j 
YP) : ‘¥ ma \:. 3 | 
5 - ae Ae eS a \ \° - 
pute: ie | ‘aty . 
> engi ~ —~ S i \* 
vas ba yale gas ete _— 
Mo we P 
55 e 
§ , 
4g ; 
ti 
. ~ ¢ ry 
e 
i en e =F 
‘ . ue z 8. e] 
7 ‘ Ls a se a a <a ag 
i A a; sali’ Sy yee 
: Se ae wm ‘ : me 
¥ f <d wa . ‘i 
; sf ~ 
- en nnn nnn ree SS 
ty ae 78 ne FE ee 
4 ‘7 


OFFICE MANAGEMENT 
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NAY baa es / 
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: 


“Wish she were S$ instead of one” 


This wish is all too often expressed by busy ex- 
ecutives. Many a socalled “secretary” has literally 
been tied up by pile-ups of correspondence re- 
sulting from outmoded dictation systems, un- 
able to do varied assignments that are of such 
great help in “taking the load off the boss.” 


Thousands of on-the-job tests have proven that 
Scribe dictation can be transcribed in half the 
time required by other dictation systems . . . thus 
giving the girl valuable extra time for other im- 
portant duties. This not only results in more effi- 


cient, economical office operation but makes her 
own job more interesting. 


Scribe’s error free dictation means that there is 
no need for the secretary to constantly check 
aggravating and time consuming errors and 
““playbacks.”’ Utmost simplicity of operation and 
syllable clear voice reproduction prove to both 
the dictator and the secretary—“‘it’s a pleasure 
...it’s a Scribe.” 


Let us prove to you—in your office—that Scribe can save you 
50% of your dictation labor costs! No obligation, of course. 


sales and service from coast to coast 
5022 West Madison Street, Chicago 44, Illinois 


Pioneer manufacturers of error-free magnetic dictation equipment 
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Now... Carbon 


“Weather Cond 


* Exclusive "Weather- 
Conditioned" formula 
makes Carter's Special 
Occasion carbon paper 


handle easily under all 


sorts of weather 


conditions...prevents 
Slippage and stenciling. 


Good carbon paper is expected to 
be clean, handle easily, make 
ood copies and wear well, and 
Coeter’s new Special Occasion 
rates at the top when _ these 
features are considered. 


But Special Occasion is more 
than a good carbon . . . it is the 
result of an entirely new ap- 
proach . . . outperforms and 
outwears ordinary carbons be- 
cause of an exclusive Carter 
development, the “Weather Con- 
ditioned”’ formula. 


However . . . “the proof of the 


pudding is in the eating”. Your 
own test will do more to show 
you why “Weather Conditioned” 
Special Occasion Carbon is the 
carbon for your office than any- 
thing we might say. 


Make your own rigid test. 
Write us for samples, telling 
us whether your office has electric 
or regular typew riters, and how 
many copies your secretary 
usually makes. Then you'll know 
why “‘Weather Conditioned” 
Special Occasion is the most 
modern, yet the most economical 
carbon your office can use. 


On Sale at Leading Stationers and Office Outfitters 


THE CARTER’S INK COMPANY 
MASSACHUSETTS 


CAMBRIDGE 42, 
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lon complete the executive office pat- 
tern. 

Metal furniture will be used in every 
executive office except for officers of 
vice presidential or higher rank, and 
for the fourteen executives who require 
offices departing slightly from the 
standard. These fourteen were given 
their choice of either metal or wooden 
furniture, but the standard office 
worked out by Colgate planners 
proved so popular when inspected by 
company personnel that ten of the 
fourteen decided on metal installations. 


Pattern based on surveys 


The pattern worked out by Colgate 
for its standard private offices was 
based mainly on survey results which 
were then incorporated into the de- 
signs worked out by company plan- 
ners. For general office areas a more 
experimental approach was used. Col- 
gate wished to standardize furniture 
for its general office areas as well as 
for all executive areas as much as pos- 
sible. To this end, it assigned four 
clerical workers representing major of- 
fice activities to work in an experi- 
mental center in which various types 
of furniture were tried out. By a 
process of elimination, Colgate finally 
reduced its requirements to one stand- 
ard clerical desk, which will be used 
in all areas except for the typing pool 
and for machine accounting work. By 
a table attachment which can be fas- 
tened to this desk, it is possible to use 
it also as a typing or machine desk for 
workers whose duties require them to 
use machines frequently but not con- 
stantly. So by design modifications on 
standard office units, Colgate is in 
effect gaining many of the advantages 
of modular furniture at a much lower 
cost per unit than would be possible 
with modular furniture. Both table 
attachments and desk units themselves 
are interchangeable. 

By the same process of elimination 
under actual test conditions, Colgate 
reduced its requirements for chairs to 
three—one standard stenographic chair 
for typing pool operators, a swivel 
armchair for all general clerical work- 
ers and a standard armless sidechair. 

Many of the innovations designed 
by Colgate for use in the standard 
executive desks have also been incor- 
porated in the standard clerical desk. 
These include the extra deep file 
drawer, and the plexiglass cover on 
the writing slide. 
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Color of all furniture has been 
standardized at grey, with brown Tex- 
olite tops for executive desks, grey 
Texolite for clerical desks. All chairs 
will be upholstered in the same color 
—lipstick red. Files which, with office 
machines, will be the only equipment 
moved from Jersey City to New York 
when the company makes its move 
next month or in November, will be 
refinished in the same grey accepted 
as uniform for desks. 

The pilot project in Jersey City also 
allowed Colgate-Palmolive an oppor- 
tunity to work out space requirements, 
not only for individual executive of- 
fices, but also for general clerical offices 
on a scientific basis. One of the main 
reasons for the move from Jersey to 
New York is lack of sufficient expan- 
sion space in the city across the river. 
In its layout planning for the new of- 
fices on New York’s Park Avenue, Col- 
gate plans not only to remedy this 
defect, but to do it with enough gen- 
erosity to permit continued future ex- 
pansion of company personnel. 

In both cases—that of Connecticut 
General and of Colgate-Palmolive— 
company planners feel definitely that 
pre-planning the office installations has 
already paid good dividends, and will 
pay better ones in the future. Definite 
savings in costs have already been 
achieved in both instances, and each 
company feels that this scrupulous 
mapping of the pattern of its projected 
offices will add immeasurably to mor- 
ale, personnel effectiveness, and to 
overall working efficiency after the 
new buildings are occupied. 


Files— 
(From page 23) 
increased efficiency at minimum cost. 

Open-shelf filing is quite simple— 
folders are placed in proper séquence 
on open shelves. This is not a new 
method of filing. For years the in- 
surance companies have used adapta- 
tions of this method, but only recently 
have equipment manufacturers mar- 
keted appropriate metal or wooden 
filing racks and accompanying supplies. 

An examination of the literature on 
open-shelf filing reveals the following 
contentions: 

1. Reference to the desired guide 
and folder is much more rapid when 
open shelves are used. The eye can 
direct the hand to the various guides 
more rapidly because the guides are 
readily visible. It is unnecessary to 
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New...a Typewriter Ribbon 
that gives “Executive Tone” 
plus long mileage 


* with a special bonus 
---Carter's Silvertip 
Clean End, to keep 
fingers clean... 
Secretaries happy 
when ribbons 
are changed. 


~ Carter’s Super 
Nylon Ribbon 


Carter’s “Super Nylon”, with 
the Silver Tip, gives typed 
letters that “steel engraved 
Executive Tone.” 


Carter’s “Super Nylon” 
gives you more “mileage” 
per penny than ordinary rib- 
bons. 


Carter’s “Super Nylon” 
comes in three inkings, and 
in special tough fabrics for 
hard-pounding electric type- 
writers ... 


On Sale at Leading Stationers and Office Outfitters 
THE CARTER’S INK COMPANY 


CAMBRIDGE 42, 
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These are just three good 
reasons why Carter’s Super 
Nylon ribbons are actually 
less expensive than ordinary 
“economy brand” ribbons. 


For real proof of Super 
Nylon superiority, buy a 
dozen from your local dealer. 
We have a hunch that after 
you have given that trial 
dozen your own rigid test, 
you'll Standardize on 
Carter’s Super Nylons. 


MASSACHUSETTS 
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open the drawer, find the folder, re- 
move or file the item, and close the 
drawer. This results in a considerable 
time reduction per item filed or re- 
moved and in a reduction in operation 
fatigue. 


2. The volume and cost of space re- 


quired for open-shelf files is consider- 
ably less than that for the conventional 
upright cabinets. 
ers who make both open and con- 
ventional files advise that 50 per cent 
of floor space may be saved with open 
files as compared with the drawer files. 
Figure 1, (page 23) taken from the de- 
scriptive brochures, compares the two 
methods: 


Some manufactur- 


Thus, a comparison of open-shelf 


filing with drawer filing reveals that 


two sections of open-shelf filing, cost- 
ing approximately $224, would be 
equivalent to: 

Eleven four-drawer files, occupying 
32 square feet of floor space and cost- 
ing approximately $955. 

Nine five-drawer files, occupying 26 
square feet of floor space and costing 
about $945. 

3. Open-shelf equipment, when used 
in conjunction with terminal-digit sys- 
tems, is easily expansible. A limited 
amount of back-shifting is required 
during transfer periods. 

4. If there is considerable look-up 
and refiling, open-shelf filing is more 
rapid and easier to do because of the 
direct accessibility to the folders. 

There are however, disadvantages or 


neenah fine rag 


prestige 


permanence 


The long cotton fibers in Neenah 


peated erasures without surface mar. Your type- 


written pages are cleaner. 


boxed typewriter papers 


papers take re- 


The long cotton fibers take repeated handling with- 


out dog-earring or breaking down. 


Neenah papers are tub-sized and air-dried for a more 
luxurious typing surface. They are brilliantly blue- 


white for added prestige. 


Ask your stationer for Neenah, the finest in boxed 


typewriter papers. 


Neenah is America’s most complete line of fine business papers. 


Old Council Tree Bond......100% rag 


Success Bond........... coos 79% rag 
Chieftain Bond...... +++» 50% rag 
Neenah Bond..... ccensnetes 25% rag 
Old Council Tree Onionskin. .100% rag 
Success Onionskin...... sees 75% rag 


Neenah Onionskin.......... 25% rag 
Finishes—bond and cockle 
Weights—substance 7,9, 13,16,20 and 24 
Sizes—8}2 x 11; 844 x 13; 8% x 14 

Neenah is also available ream wrapped. 


NEENAH PAPER COMPANY 


¢ Neenah, Wisconsin 
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limitations of open-shelf filing, and 
some of these are: 

1. Compared with drawers, shelves 
provide less protection from fire loss, 
water damage, and atmospheric chang- 
es. In the event of a flash fire, there 
could be little assurance that much 
would remain of the records unless 
they were tightly compressed in the 
shelf dividers. Records management 
people have asked, “Could some form 
of protective cover be provided for the 
records?” One organization has at- 
tempted to protect its inactive records 
by providing a metal or fibre cover for 
the less accessible shelves containing 
the inactive material. The active 
shelves are left exposed to provide the 
desired accessibility. However, any 
panel, lid, or cover will decrease the 
efficiency with which active files may 
be operated. 

2. There is practically no protection 
from the circulating dust that is al- 
ways present in the air and which at 
night has the opportunity to settle 
upon the files. This, however, has not 
proved to be a major problem except in 
those areas where dust is also a problem 
to other office operations. In dirty sec- 
tions of the buildings, the only prac- 
tical solution would be the use of an 
air filter to trap the dust particles be- 
fore they can enter the records area. 
The use of such a filter is desirable in 
any records storage area for health 
and cleanliness. The occasional use of 
a hand vacuum cleaner seems to pro- 
vide adequate cleanliness in open- 
shelf filing. Using heavier folders and 
avoiding overloading of folders seems 
to give additional protection from dust 
and atmospheric conditions. Some 
firms also use a dehumidifier to avoid 
excessive dampness in records storage 
areas. * 


What operating conditions should be 
studied in order to render a decision 
concerning your adoption of the open- 
shelf method? 

1. First, the adequacy of your pre- 
sent filing system should be examined. 
A survey by competent personnel may 
reveal that your present records stor- 
age facilities are entirely adequate, 
but that a great portion of the avail- 
able storage space is occupied by papers 
which would be better filed in the 
wastebasket or sold as waste paper. 
Therefore, such an investigation may 
reveal that additional equipment is not 
actually needed. 


2. The estimated cost of changing 
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from drawers to open shelves should 
be considered. The cost of floor space 
now used, plus labor and investment in 
additional drawer files, should enter 
into the cost study. By comparing 
these factors, the savings in convert- 
ing to open-shelf filing may be appar- 
ent. This information would be help- 
ful in deciding whether to convert or 
to continue under present conditions. 

3. The predictions of future opera- 
tions and future records management 
needs should enter into the study. If 
management determines that the re- 
cords operations will continue to in- 
crease in volume and if the survey 
shows a need for revamping the filing 
operations, it may be advisable to begin 
conversion immediately so that there 
will be continued progress in the re- 
cords management function. 


Where is it most valuable? 


What types of organizations might 
effectively use the open-shelf filing 
plan? 

1. Insurance companies, as men- 
tioned earlier, have found this plan 
especially effective because of the high 
percentage of look-ups and refiles. 

2. Hospitals have an increasing prob- 
lem in patient history records because 
of the increasing number of hospital 
admissions. This volume is bound to 
increase as insurance plans make more 
medical care available to more people. 
The use of open-shelf filing should 
meet with enthusiastic acceptance. 

3, Retail and wholesale outlets, now 
faced with a large volume of paper 
work, should consider the possibility 
of open-shelf filing. Purchase orders, 
sales orders, shipping reports, etc.— 
all could be handled more efficiently 
under this plan. 

4. Transportation companies—rail- 
roads and trucking firms—would do 
well to study their needs in light of 
this plan of filing. 

Office furniture and equipment man- 
ufacturers are marketing suitable racks 
and devices for shelf filing. Additional 
improvement in the equipment will 
come as engineers and office managers 
work together to develop the best 
equipment for each situation. Sup- 
plies and systems adaptable to open- 
shelf filing needs will likewise im- 
prove as the volume and competition 
for the customer’s order increases. 

Open-shelf filing as a method of 
housing records has some distinct ad- 
vantages over drawer filing for certain 
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types of work. On the other hand, 
there are some limitations to its who!e- 
sale use throughout the firm. A care- 
ful investigation of the present filing 
system should be made before any de- 
cision is made to change or to main- 
tain the present system. 

Drawer files will continue to re- 
main standard equipment in open of- 
fices, in private offices, and in strictly 
storage operations. The primary bene- 
fits of open-shelf filing are the increased 
accessibility and speed in finding and 
filing, the increased efficiency in the 
use of floor space, and the lower costs 
per filing inch. 


Automation— 
(From page 31) 


of minutes,” it was announced last 
month by John E. Parker, vice presi- 
dent for electronic computer sales, 
Remington Rand Division of Sperry 
Rand Corporation. 

Company spokesmen explained that 
the new development is based on two 
types of automatic program for the 
Univac: interpretive routines and com- 
piling routines or compilers. An in- 
terpretive routine translates a master 
program into computer code, and per- 
forms the required operations, refer- 


YOU NEED THIS 


3 Challenge 


EQUIPMENT 


PAPER DRILLS: 


PAPER CUTTERS: 


11 models — 7 sizes . . . from 

lever cutters in bench and floor models 
—to power cutters with hand or 
hydraulic clamp. Engineered to provide 
smooth, accurate cutting with 

minimum effort and maximum safety. 


t=: ys 
For standard run of loose- -<? 
leaf work. Also adapt- 1 


able for variety of 
novelty jobs. 9 styles 
available — hand, 
foot, power models. 


Always a sharp 
clean impression; 
easy operation. 
Full selection of 5 
styles — 5 sizes. 


744B 


dealers in all principal cities 


THE CHALLENGE MACHINERY CO. 
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fing constantly to a “library” of stand- 
ardized routines in its translation of 
general orders. It performs each op- 
eration in sequence by interpreting 
master orders and does not produce a 
program which can be stored and used 
again in the process. 

The compiling routine translates an 
entire master program into computer 
code, and records the finished program 
for future use, before it begins to carry 
out the operations dictated by the pro- 
gram. 

Remington Rand reports there are 
two automatic programs of the inter- 
pretive type—the Short Order Code 
and the Analytical Differentiator. 
The first is a routine designed for the 


‘NOW! 


Quickly, Easily, Effectively Destroy conti: 


dential papers, records in your own office! 


NEW ” Boma 10 


portable shredding machine designed especially 
for office use! Quiet, compact, streamlined! 


Never before an office shredding 
machine combining the speed and 
economy of the new SHRED- 
MASTER BANTAM 10. Anyone can 
operate it. No fuss, no trouble! 
Greater cutting width, speed, 
capacity, and power than ever 
before! Safety throat! Smart func- 
tional design, about size and 
weight of business typewriter. 
Priced well within the budget of 
all businesses - large or small. 


YOUR PAPERS 


FREE: Colorful, illus- 
trated, descriptive | 


older, es 
oe TRIAL details SHREDS COME 


BANTAM 10" on your OUT HERE 


Tke SAREDMASTER- 


& Division of Self Winding Clock Company, Inc. 


207 Willoughby Avenue 
Brooklyn 5, N. Y. 


FOR MORE INFORMATION USE READERS’ 
INQUIRY COUPON ON PAGE 98, 
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solution of “one-shot” mathematical 
problems, while the Analytical Differ- 
entiator is an interpretive routine that 
can be used for solving problems in 
higher mathematics. 

Four compiling routines are now 
available for the Univac, Remington 
Rand declares. Of these, the B-zero, 
the data processing compiler, is said to 
be the most far-reaching. The com- 
pany describes it as a general purpose 
compiler that requires no familiarity 
with the Univac for use. It will accept 
instructions in a variety of forms rang- 
ing from mathematical notations to 
simple business English. 

Basis of the compiling routines is 
use of a pseudo-code in which various 
combinations of letters or numbers rep- 
resent directions to the Univac to per- 
form hundreds of operations. The 
compilers translate the pseudo-codes in- 
to finished programs. 


Simple commands understood 


With the B-zero, plain business Eng- 
lish can serve as a pseudo-code. Thus, 
a programmer working with the B- 
zero does not have to have any know- 
ledge of computer coding; if he can 
state his problem and his method of 
solution clearly, the compiler will cre- 
ate the program for him. A simple 
statement like “Tabulate amount-of- 
insurance premium number-of-policies 
by policy-account-branch-year-plan-age” 
is all that is needed for the compiler 
to produce a complete program that 
can guide the Univac to perform all 
required operations. 

Other less flexible compilers avail- 
able for use with the Univac include 
the A-2 compiler, which does not re- 
quire familiarity with the Univac on 
the part of the programmer, but which 
cannot accept instructions in the sim- 
ple, non-technical form usable with 
the B-zero, Generalized Programming, 
which can not only create programs 
from its own library of sub-routines, 
but which can also add any master 
input program to the library, and 
BIOR—the Business Input-Output-Re- 
run compiling system. The latter is 
designed specifically to cover all as- 
pects of programming input and out- 
put procedures. The company reports 
that it can be used by both skilled 
and untrained programmers. 

Implications of the development of 
automatic programming, according to 
Remington Rand officers, are that it 
frees mathematicians, scientists, and 
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systems and procedures people from 
the “long and tedious task” of coding, 
writing, and checking long programs 
of instructions for computers. For the 
businessman, it is pointed out, auto- 
matic programming makes unneces- 
sary a complete knowledge or even un- 
derstanding of computer codes and 
detailed programming techniques. Ef- 
ficient and thoroughly checked com- 
puter programs can be produced by 
non-technical personnel. 

Moreover, programming can be ac- 
complished faster by the machines than 
it can be by human effort, thus re- 
ducing not only the amount of time 


“Iwas 
amazed 
at how 
MANY ways 
manpower 
inc. 
could 
help us” 


says Jules Lederer, 
dynamic President, 
of the Autopoint Co., 
division of the 

Cory Corporation 


"Their services ended rush period head- 
aches and unnecessary costs in our office, 
factory and warehouse.” 

Let MANPOWER, the world’s largest 
complete Business Service give YOU the 
temporary lift you need for four hours, 
a day, week or month. 

Here are just a few of the MANY Man- 
power services available to you at sur- 
prisingly low hourly or contract rates. 


Typing 

Stenography 
Calculating work 
Office Work (all types) 
Demonstrations 
Complete Mailing Service 
Factory Work 

Car and Truck Loading 
General Labor 
Convention Service 
Telephone Answering 
Market Research 


OR YOU NAME IT 


We use our own experienced, bonded, 
insured employees to do your jobs, in 
your office or ours. We pay our people 
and keep all records. 

Over 50 offices all over U. S. Phone 
our office in your city today for the lift 
you need. If not listed, write Manpower, 
Milwaukee, for office nearest you. Also 
ask for FREE Booklet, “Slash Hiring 
Costs." 


ein manpower, inc. 


National Headquarters 
330 W. Kilbourn 
Milwaukee, Wisconsin 
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AL TESTE 


at 100 TIMES 
NORMAL SPEED 


«fo assure — 
» perfect register _ 
e free-flow feeding 
_@ accurate alignment 


LITHOSTRIP 


FORMS 


run unattended 


Naturally, you won't ever run your forms at 
this speed! But PRE-TESTING under ab- 
normal conditions assures you of positive 
operation of the forms we design for your 
requirements. Even when used on tabulators, 
teletypewriters, automatic typewriters with- 
out constant attendance of an operator, 
American Lithofold forms run smooth, true, 
fast! 


Which type meets your needs best? 


@ LITHOSTRIP 
the most efficient continuous 
form ever devised 


for fanfold machines 


LITHOSET 
carbon-interleaved single sets 


TEST their accuracy on your 
own machines... 


Write today for free samples! 


500 BITTNER ST. ST. LOUIS 15, MO. 


FOR MORE INFORMATION USE READERS’ 
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which the programmer must spend 
preparing the operation, but also the 
actual elapsed time between the be- 
ginning of programming and the act- 
ual operation for which the program 
is created, it was said, 


Airline reservations automated 


National Airlines announced last 
month that it will introduce an auto- 
matic reservation system at its New 
York ticket offices before this winter. 

The system, to be manufactured and 
installed by Teleregister Corporation 
of Stamford, Conn., will be able to 
handle approximately 3600 inquiries 
|per hour, according to William A. 
| Perry, assistant vice president-sales for 
| National. 


The new equipment, which is to be 
installed at the airline’s main _reser- 
|vations room in New York, and con- 
| nected to nine New York ticket of- 
|fices by agent keysets, will allow the 
|agents at the nine scattered locations 
|to relay passenger inquiries into the 
“availability panels” of the 
| These panels will store information on 
‘flights up to two months in advance. 


system. 


In order to check on availability 
of space for a prospective customer, 
the passenger agent in an outlying 
location will insert a slotted destina- 
(tion plate into his keyset. Date re- 
| quested i is indicated by operating push- 
‘buttons on the keyset. As the date is 
|indicated by the ticket agent, a cir- 
cuit is opened to the availability panel, 
which is automatically scanned. The 
system reports the space status of the 
particular flight requested by signal 
lights on the agent’s keyset. If space 
'on the requested flight is not open, | 
the system will report, via the signal 
lamps, possible alternative space. 

The entire process, according to Na- | 


tional officials, is accomplished in a | 
\few seconds. 


Reproduction— 
| (From page 30) 
| 
| 2. Would the quality of the 50 per 
cent reduced prints reproduced from 
soiled and “dog-eared” originals be 
superior in quality to 1:] prints? 


3. Was the volume of flat sizes sufhi- 
$500 and $10,000 capital expenditure 


. 5 
equipment: 


\ 
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cient to justify the monthly rental of | 


for supplementary offset printing) 


One girl gets all these 
letters out in a day 


By using a Kodak Verifax Copier, 
Fram Corporation saves more 
than the Copier’s original $240 
cost every month! 


Sales leads never turn cold at 
Fram, world-famous producer of 
oil, air, fuel, and water filters. 

Hours are no longer spent retyp- 
ing correspondence for sales force 
follow-up. Instead Verifax copies 
—authentic from letterhead to sig- 
nature—are made and sent out im- 
mediately. 

All of which helps build sales... 
and customer good will. 


See a free demonstration of 
Verifax copying in your office soon. 
No obli- 

gation 

a whatso- 


€é ever! 


3 photo-exact 


copies made 
in 1 minute for 
less than 4¢ each 
KODAK VERIFAX COPIER 
only $240 

—-—MAIL COUPON TODAY — 
Eastman Kodak Company 
Business Photo Methods Div. 
Rochester 4, N.Y. 


Please send information about Verifax 
copying and names of near-by dealers. 


Name 


Position 


Cc 


pany 


Street 


COP ecereeenecceetD eet 
Price quoted is subject to 
change without notice. 
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New..1956 


OFFICE 
GUIDE 


Just off the press! 292 
pages of ideas and equip- 
ment to ease and shorten 
office work. 


FREE to Purchasing and 
Office Executives. Request 
on business letterhead. 


“Built like a 

Skyscraper" 

Largest Exclusive 
Maker of Office Fur- 
niture and Filing 
Equipment in the 
World. 


SHAW-WALKER 


FACTORIES AND HOME OFFICE 
MUSKEGON 26, MICH. 


—_— 
~ i 
= 


Electric or 
Manual 
Models 
Available 


eyes Cngvears it nunca 
little ort 
snes i 
Reed oes <F.0 
OC “a 
THE CORPORATION 


1822 S. Kostner Ave., Chicago 23, II 


i Please send free booklet on the Conquerors and complete 
| details. No obligation of course 
Name 
Company _ 
' Address 


4. What would be the economical 
minimum run? 


Inasmuch as the main factor con- 
tributing to reduction in costs by the 
xerography process was predicated up- 
on the size-reduction feature, we de- 
ferred investigation of the first aspect 
until after satisfying ourselves regard- 
ing the other three. 


Sample prints made first 


Through the cooperation of repre- 
sentatives of the manufacturer and one 
of their customers who made its fa- 
cilities available, we ran sample xero- 
graphic prints of A, B, C and D size 
drawings. In selecting sample draw- 
ings, care was taken to obtain those 
that represented both new and old; 
good quality and the poorest; linen, 
vellum, and second original; simple 
and complex; and those with bold, 
broken and phantom lines, All the 
company’s engineering drawings are in 
pencil, none are in ink. Briefly, the re- 
sults of the quality control tests were: 

1. Readability and general appear- 
ance of xerographic prints are superior 
to blueline prints made from vandykes, 
or blueprints which are made directly 
from the drawings. Since xerographic 
prints are offset-printed with black ink 
on white paper, the highest degree of 
contrast affords sharp lines and clean, 
clear lettering; in fact, the resolution 
factor at 50 per cent reduction is 6.4. 

2. Xerographic prints are faithful 
reproductions; in one instance, the area 
where an erasure had been made could 
even be detected; in another, the rub- 
ber stamp on an original drawing was 
clearly visible, whereas on freshly pre- 
pared bluelines and blueprints from the 
same original, the rubber stamp could 
easily have been overlooked and lost 
in the background. 


3. Bluelines, blueprints, vandykes, 
et cetera, all of which are produced by 
wet processes, are subject to a degree 
of shrinkage or stretch. This is non- 
existent in the xerographic prints which 
are produced by a dry electro-photo- 
graphic process. 

4. Almost any original that can be 
photographed can be reproduced by 
xerography. This would include draw- 
ings, diagrams, tabulations, printed or 
typed matter, whether on paper, linen, 
or vellum, regardless of its being 


opaque or translucent. In fact xero- 


| graphic prints themselves are good or- 


iginals, so that it is not necessary to file 


_ a reproducible in order to procure ad- 


| 
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Have You Heard About . . . Have You Seen 


CONVOY "Chem-Board’* 


RIGID, PERMANENT, INEXPENSIVE 


record storage 


FILES 


Chem Board storage 
Files are permanent. 
They cost and weigh 
about 50% less than 
steel; cost less than 
some corrugated paper 
files. They're shipped 
assembled, ready for 
use. 


*CHEM-BOARD is the 

product of Convoy's 

chemical impregnating 
process that makes 
corrugated board 
flint hard rock strong. 


CONVOY 


also makes a 
complete line 
of Tote Boxes, 
used by fam- 
ous names in 
all types of 
industry. 
WRITE FOR COMPLETE INFORMATION 


CONVOY, INC. 


P.O. Station B, Box 216-0 
Canton 6, Ohio 


handle papers faster 


with 


no more clumsy 
<= rubber fingers 
opply between 


bp and thumb... or 


\ messy sponges 
rub in to create 


AiG tacky film.. Easy to apply, SoRT- 
7 

w _ 

sort, collcte, KWIK Creates a grease 

count, file less, stainless, tacky 

film permitting han- 


— 
= dling more papers 


much faster. 
Now widely used in a variety of businesses 
throughout the country, SORTKWIK is set- 
ting a new standard for efficient and speedy 
paper handling. 
Only 50c each or $6.00 a dozen. 
Order a supply from your stationer 
TODAY! Or send for one full-size 
trial container on your 
business Satadhend. 


LEE PRODUCTS co. 


2738 Lyndale Ave. Minneapolis, Minn 
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SAMSONITE 
ALL-STEEL 
FOLDING 
CHAIR 


in six 
smart colors. 
odel #2600. 


Samsonite 


folding chairs are 
strongest ...last longest! 


Samsonite folding furniture is 
smart, sturdy, and wonderfully 
comfortable. It lasts longest — 
saves money over the years. 
Group-seating experts choose 
Samsonite first. 


Look for this seal (i=) Write us or ask your distributor 

on every chair. Only ES for free booklet: ‘‘How to Save 

genuine Samsonite Money on Public Seating’’. 

has it. 

SHWAYDER BROS., INC., “Public Seating Di- 
vision, Dept. U7, Detroit 20, Mich. Also makers of 
famous Samsonite Luggage . . . Card Tables and 
Chairs for the Home . . . Classroom Furniture 


| 10 
Wi TAME 


<3 DECIBELS 
“7, Ke Noise control in the 


office is easily 
accomplished the day 
you install 


SOUNDEX PARTITIONS 


. both sides soak up sound like 
blotters soak up ink. 


WRITE F 
FREE CATALOG TODAY. 


SKN 


142 FEDERAL SO &8' "7" GRAND RAPINS. MICH 
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ditional copies in the future, although 
it must be considered that something 
inevitably is lost each time the sub- 
ject is rephotographed. 


Reduction ratios compared 


Concurrently with quality control 
tests, various reduction ratios were 
evaluated. Xerographic prints were 
made at 44, % and % original size. 
Although the latter two reductions 
were of excellent quality and might 
be used profitably for occasional re- 
ference work, we were convinced that 
they would induce eye strain in indi- 
viduals using them constantly to study 
detail notes, dimensions, and many of 
the congested or more complex por- 
tions of prints. At one-half size, this 
objection was overcome completely. 

Consideration was then directed to 
whether reduction should always be 50 
per cent, or should some prints be 1:1, 
and others at a ratio between 1:1 and 
50 per cent. A fair proportion of A 
sizes are typewritten functional or 
process drawings 9 x 12 inches. Their 
reproduction has been standardized on 
a 1:1 basis. 

B size drawings are 12 by 18 inches 
and when reduced 50 per cent, the 
image becomes 6 x 9 inches. When 
printing on 9 x 12 inch paper, a re- 
duction ratio less than 50 per cent 
could be used. Something can be 
argued for varying ratios and full utili- 

zation of paper size, but the com- 
pany’s decision to hold to either full 
size or 50 per cent reduction was 
predicated upon: 

1. After becoming accustomed to re- 
duced size reproductions, each time an 
individual reads a print other than an 
A size, he automatically knows it is 
one-half original size. 

2. The ease of always visualizing a 
physical part as twice the size of that 
shown on the print is important in 
cases where process planning, material 
ordering, and machine scheduling are 


manual operations. Elimination of 


possible misapprehension by virtue of 


multiple print ratios overcomes the 
advantage of full page utilization. 


The following ratios and resultant 
print sizes were adopted as standard 
for flat size drawings: 


Drawing Reduction Sizes of 

Size Dimensions i Print 
A 9x12 9x12 
B 12x18 9x12 
Cc 18x 24 9x12 
D 24x36 12x18 
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YOUR RIGHT 


CHECK ONE POINT, when choosing a new 
desk. Check the middle drawer for the ‘ID’’ 
trade-mark. It's a trustworthy guide to a 
prideworthy desk, a product of honest work- 
manship and honest wood — an Indiana 
Desk. And any model you choose, however 
modest the price, will give you most desk 
for the money . . . ask any user! 


Check the new, better-than-ever values now 
offered by your nearest Indiana Desk Co., Inc. 
Dealer. Just a postcard will bring you his name. 


JASPER, INDIANA + U.S.A. 
OUR SOTH YEAR OF SERVING AMERICAN BUSINESS 


UNSIGHTLY MARS 
DENTS AND SPLINTERS 


Completely Elim ina led 


ON THE MODERN WOOD DESKS 
by the use of 


“PENSIWOO 
DENSIFIED WOOD 
FURNITURE COMPONENTS © 

“Providing the Durability of Steel— 
—to the Warmth and Beauty of Wood” 
“DENSIWOOD"* Knee-Space Posts Are 
Featured by Most of the "Beter-Known” 
Makes of Wood Office Desks Today — 
Make Sure That the Desks You Buy Are so 
Equipped. * Reg. U. S. Pat. Off. 

- ———<- A PRODUCT OF - 
Lundstrom Laboratories, Herkimer, N. Y. 


FOR MORE INFORMATION USE READERS’ 
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Any formula developed by one com- 
pany in its justification for a pro- 
posed system is not necessarily a cri- 
terion for evaluation of the same system 
by another company. The following 
commentaries may be useful in ap- 
praising xerography units and supple- 
mentary offset printing equipment, as 
well as establishing unit costs. 

1. About one hour a day is required 
to prepare equipment fer operations 
in the morning, its cleanup in the even- 
ing, and for short breaks from work 
during the day. Originally, we set 
a goal of 350 exposures per day, but 
experience indicates that between 400 
and 425 is not an unreasonable quota 
for a crew of four. 


2. An operator on a 14 by 20 offset 
press can handle one job every two 
minutes which will allow time for both 
set-up and printing 40 copies on 12 by 
18 inch paper. 

3. On a 10 by 15 offset press, adapted 
with special speed-up pulleys and 
heavy duty motor, an operator can 
handle a job printing 40 copies on 9 
by 12 inch paper every minute. 

4. There are several miscellaneous 
functions to be performed, such as 


material handling of jobs to and from 
machines, utilizing prints in release 
units, folding as in the case of D sizes 
if they are filed with other flat sizes 
in regular letter files. We have pro- 
vided one general clerk to handle 
these functions. 


Unit cost 72 cents 


In applying the company wage 
scale to these factors, we developed 
a standard unit cost of $0.41 to pre- 
pare one 12 by 18 inch paper mat. 
The unit cost covered labor, rental of 
equipment, paper mats, and supplies. 
Experience has verified that the al- 
lowance of $0.15 for supplies, which 
was included in the $0.41, satisfactorily 
covers the replacement of plates, as 
well as consumption of developer, ton- 
er, cleaner, film remover, and cotton. 
Similarly, a unit cost of $0.27 was es- 
tablished to reproduce 40 copies of D 
size printed on 12 by 18 inch paper, 
covering labor, paper, waste, supplies, 
depreciation of offset equipment, and 
maintenance. Based on 350 expos- 
ures per day, the unit cost of $0.04 was 
set up for general clerk. Consolidat- 
ing these factors, the unit cost of pre- 
paring a 12 by 18 inch mat and print- 


ing 40 copies of a D size drawing be- 
comes $0.72. 

In determining the unit cost for A, 
B, and C sizes, consideration must be 
given to the photographic latitude of 
this process which allows shooting for 
the fainter or weaker lines in the or- 
iginal without over-exposing the bold. 
er portions. This is a valuable char- 
acteristic in that the process makes it 
practical to reproduce two drawings 
at one time. A certain discretion ex- 
ercised by the copy-board operator 
in selecting drawings of comparable 
quality will help to preserve desired 
quality, but this skill is attainable with 
moderate experience. The operation 
of transferring two drawings to a 
single mat presented one of the com- 
pany’s employees with an opportunity 
to submit the helpful suggestion of 
using a mat perforated in the middle 
so that, after fusing, the mat could be 
torn apart quickly. It follows, there- 
fore, that the unit cost to reproduce 40 
copies of sizes A, B, or C is one-half 
that of size D, or $0.36, since two 
drawings are photographed on one 
plate instead of one size D, and since 
the two mats can be offset printed 
on a 10 x 15 press in the same time 


Leopold 
DOCUMENT SUITE 


The functional Document Suite is available 
in five finishes which add depth and warmth 
to the natural tones and grains of the 
American walnut from which it is crafted. 


Ask your Leopold dealer about the 
prize-winning Document Suite... and 
his complete office planning service. 


wins 


ha HHS 


From the hundreds of photographic entries 
in the “Design In Hardwoods” contest, 

the Leopold Document Suite won highest 
honors for designer Charles U. Deaton. 


Write us for his name and address. 


THE é&A 


| 
J comean i 


Burlington, lowa 


8s FOR MORE INFORMATION USE READERS’ INQUIRY COUPON ON PAGE 98. 
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A few seconds here — 
a few minutes there — 
day after day DENNISON 
HANDY HELPERS are time 
savers in office, school 
and home. 


Dennison shipping tags, 
marking tags, key tags, 
gummed labels and seals, 
index tabs, reinforcements, 
mending tape and many 
more are 


Handy to Have — 
Have them Handy 


® 


RNY 


Manufacturing Company 
Framingham, Massachusetts 


( —_——_ 
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~NEW filing System 


FOR MAXIMUM SPACE SAVING! 
‘“OPEN-TYPE”’ 
SERIES 
SAVES SPACE! 
SAVES TIME! 
SAVES MONEY! 
with 
“TWICE AS MANY RECORDS IN THE SAME SPACE’’ 


Your Same Amount 
of Records in HALF 
the Space! 


Typical Visi-Shelf instal- 
lation shows space- 
saving advantages! 


Open-type units provide ready 
record accessibility for faster, 
easier filing! 


THESE SAVINGS CAN BE YOURS 


Floor Plan of an Actual Filing Area Before 
Installation of the Visi-Shelf Filing System 


— 


This area was occupied by 196 four drawer letter filing cabinets with 
a filing capacity of 784 drawers or 20,776 filing inches. 


Floor Plan after Installation of the Visi-Shelf Filing System 


Fi 


More Thon Holt the Filing Aree Recovered f Jer Other Use 
90 Visi-Shelf Filing Units, occupying less than half the original filing 
area, hold all of the records previously filed in the entire filing area! 
These units, with a filing capacity of 25,380 filing inches offer 4,604 
more filing inches —an increase of 25% in filing capacity. 


Send for full details of §  Visi-Shelf File, Inc. OmM-9 
this remarkable new g 10s Reade Street 
Filing System! i New York 13, N. Y. 
+ 


Don’t Delay! 


Please send free catalog describ- 


© 1955 ing the new Visi-Shelf Filing System. 


VISI-SHELF 
FILE INC. 
105 READE STREET 
NEW YORK 13. N. Y. 


oe ee eo oe oe es oe ed 


89 


ht Pa ——— =e ai i 
ia Aiki: aie he 


‘ _ - ae a 
' ‘ E y i ‘Siar 2 
os q " z a 
5 3 a i 
nay . ss = » ‘ 
—— wl > 3 7 _—* 


cts wa) 2) 
i, MF 


Hees > wees 
a a : 
ge le 


—— ' ee 
at se = 
ihe ’ 
ad —<——"- Fe =a aa | | 
Jens => Ff 2 ee | 
a a sz | , , — 
| ' a =o 
7 —_€ _ = | 
’ ¥ ith ae | 
. . s DEN ” 1SO S { | or i. ban 
c AIDS i =" 
. ae i ; ee 
BS lek > tii Be 
aa = 2 rt ee : * Q a a 
ila, a ——_"7 
mn Pyiy i ) ee 
: 2 | 4 £8 )) — y ee % 
me: 43 |W = c= == = 4 4 
: 4 i: |; : fee = & : it 
i Lr r | 
a 7. Oo > Oo Oo 0 ie 4 q 
- © ; “ Oe Oo O> Oo run if | — 
- | Fp fio fo Po [ ] er i. 
» : . # tee 
‘ 7 rm, : 
i . ie 
1 td © 
, 2 2 
’ SE eee Se ; s ’ 
- ea we 
City ; Zone..... State t bs a 
- ee 
‘RES 
| = vi 


as 
et 


that one size D can be printed on a 14 
x 20 press. 


The fact that reproduction costs for 
either size A, B, or C are the same de- 
spite the fact that the original size A 
drawing is % of a sq. ft, B is 1% 
sq. ft., and C is 3 sq. ft. empha- 
sizes the necessity of developing the 
break-even points for xerographic ap- 
plication. This was accomplished by 
subdividing the number of size A 
drawings into four groups; those for 
which 1-9 copies are required, 10- 
14 copies, 15-19 copies, and 20 or 
more copies. The quantities for sizes 
B, C, and D were similarly subdivided. 
Unit cost factors were applied and 
comparison was made with the costs 
that would have been incurred if the 
same quantities had been reproduced 
by blueprint or driprint process, which- 
ever was applicable. Accordingly, the 
break-even points were determined as 
follows: 


|. Xerographic vs. blueline 
Size A—between 15-19 copies 
B—between 10-14 copies 
C—less than 10 copies 
D—less than 10 copies 


2. Xerographic vs. driprint 
Size A—between 10-14 copies 
B—less than 10 copies 
C—less than 10 copies 
D—less than 10 copies 


Statistics of the operation disclosed 
that the average number of copies re- 
quired at time of initial release was 
30, and that, in the majority of 
cases in which 10 or less copies 
were required, the end use was to 
replenish files exhausted of original 
copies. By increasing the quantity 
of original release from 30 to 40 
copies, the frequency of replenishment 
orders is reduced. Inasmuch as the 
additional 10 copies can be printed in 
less than 10 seconds and paper cost in- 
volved is comparatively negligible, the 
allowance for 40 copies in all con- 
siderations instead of 30 was consid- 
ered justifiable. 

After giving reasonable weight to 
the desirability of having the great- 
est possible uniformity in prints used 
throughout operations, and taking into 
full account the break-even points at 
which the application of xerography 
becomes profitable, it was decided it 


was practicable to apply it to: 

1. All engineering releases for pro- 
duction contracts involving flat sizes 
A, B, C, and D. 

2. All other blueline, blueprint, and 
driprint reproduction of sizes A, B.C, 
or D involving 10 or more copies. 

We took advantage of the oppor- 
tunity to present our proposals to 
management at an executive luncheon 
meeting, and to obtain their full- 
hearted support, which we believe has 
been instrumental, from a_psychologi- 
cal point of view, in minimizing any 
petty objections from those individuals 
who might be prejudiced against re- 
duced size prints by having become 
accustomed to |:] prints over a long 
period of time. It was pointed out 
that application of xerography to flat 
sizes constituted Phase 1 of a broad 
program for improvement of quality, 
modernization of processes, and re- 
duction in operating costs. The re- 
port included sample  xerographic 
prints and a photograph illustrating 
the difference in volume “before and 
after”. Inspection of these exhibits 
led to discussion of many by-product 


3 poputar LABELING propucts 


--- PERMA-STIK, the self-adhesive tube or strip-like label holder that is 
now open on three sides for greater utility. It will hold a card many 
times its own width. Very easy to use. 


FOR BINS AND SHELVES — Available in three sizes. 


PS-’2 Y2" x 6%  30¢ per ft. 
PS-% 3%" x 6" 35¢ per ft. 
PS-1 1” x 6%  40c per ft. 


FOR RING BINDERS 


Smooth finished, durable meta! constructior livloid window protects and keeps 
label clean. Neat uniform appeorance —lasts indefinitely. 

SO-1 for 1” Ring Books......... $0.25 each 

$O-1¥%2 for 1%” Ring Books ...... .30 each 

$O-2 for 2” Ring Books... ... . «35 each 


SLIP-ON LABEL HOLDERS 


LY, 
< init ae/ FOR POST BINDERS 
hee WEE o- There is a Vinyl Plastic Label Holder for every type of open back binder. 
: : AX, ie: Yj Will not warp or curl—made to Slip-On any size post. 
ae 1 ee a eS. i a ee $0.20 each 
<2 .5 Jou YY fy POM—1° x 2%"... .25 each 
S Mal ee, | ne .30 each 
OFFICE PRODUCTS, INC. 
9920 Freeland Ave. Detroit 27, Michigan 
West Coast Distributor: Arch K. Ansty, 171 - 2nd St., San Francisco 5 
90 FOR MORE INFORMATION USE READERS' INQUIRY COUPON ON PAGE 98. 
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ac-a-desk 
THE ORIGINAL 
DESK STABILIZER 


TYPING BECOMES 

easier, 

faster, 
neater 


OVER 50,000 IN USE TODAY 


Turn out neat, handsome letters by letting 
economical Jac-A-DEsk take the skipping 
and piling out of your typing. Modern, 
streamlined JAc-A-DEsK reduces errors due 
to typing tiredness, too. At the end of the 
day you're fresher, more relaxed. In fact, 

, if youre not using JAC-A-DESk, youre 
working too hard! 


) No clumsy locks or sharp edges 
to bump shins or snag nylons 
Jac-a-desk works simply, automatically . . . up in 
a jiffy, down in a jiffy. Telescopes to fit desk 
drawer. Sure grip rubber ends. Handsome satin 
finish won’t rust. Expands from 16” to 30”. 


4 4° Order direct from manufacturer 
Your money back if not delighted 


_  GONCO MANUFACTURING CO. 
ae BREA, LOS ANGELES 19 


j 


| 


| 
| 
| 
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Brand New Erasers... 


In Tune with 
Today’s Business! 


These new Weldon Roberts 
Erasers achieve neater, faster 
erasing of writing from to- 
day’s electrically and manu- 
ally-operated typewriters and 
office machines and from 
ball point pens and pencils. 
They save overhead substan- 
tially by speeding and sim- 
plifying the work of office 
employees. 


, 


ge eee | 


; 
= ie Y 


Ask your stationer for de- 
monstratio: NOW! 


No. 378 GRAYPOINT. 
Paper-wrapped quality 
gray eraser for ink and 
typing. For typists, office 
workers, draftsmen, ac- 
countants. > 


In convenient 
PAPER WRAP with 
PULL STRING for easy 
pointing - 


No. 448 GREEN 
GLOW.  Paper- 
wrapped soft green 
eraser for a wide 
variety of pencil 
and cleaning work. 
For office, drafting 
and school use. 


<4@oNo. 38 BALL 

POINT .CLEAN- 

2 LY ERASES 
BALLPOINT tp Az PRITING 
Weldon RoGerth Enanan POINT PENS 
No. 38 MADE IN USA. AND PENCILS. 
PEN-PENCIL # Handy elliptic 
_ eraser of special 

texture. Attrac- 
tive green color. 


WELDON ROBERTS RUBBER CO. 
365 Sixth Avenue, Newark 7, N. J. 


World's Foremost Eraser Specialists 


Correct Mistakes in Any Language 


PERE ae 
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advantages such as ease of comparing 


prints without overlapping, reduced 
filing space, ease of refolding and re- 
filing, lighter weight for transporting 
and shipping. The clinching advan- 
tage, however, was the fact that $50,000 
would be saved annually in the re- 
production of flat sizes. 

Phase 2 is the natural continuance of 
the program as it pertains to the re- 
production of roll size drawings. Al- 
though we have not yet concluded 
which of several methods being studied 
will become integral to the release 
system, we have put into effect an 
interim measure. On one of our large 
cameras, roll size drawings are photo- 
graphed at one-half size; the film-like 
negatives, processed on conventional 
blueprint machines, produce first class 
blueline prints. Even though draw- 
ings up to 10 feet in length can be 
accommodated on the copy-board, the 
longest drawings are photographed in 
sections and the negatives spliced to- 
gether. 

It is hardly necessary to dramatize the 
savings; no new equipment is re- 
quired, cost of half-size negatives is 
only moderately more than vandyke 


formerly used, and the volume of blue- 
print paper has been reduced to 25 per 
cent of former requirements. But even 
beyond these is the increased capacity 
of the blueprint machines. With two 
18 inch negatives running side by 
side and with their length cut in half, 
four prints are now processed in the 
same time that was required formerly 
to obtain one print. 

We are looking forward to becom- 
ing more modern; perhaps some com- 
bination of microfilming, Filmsort, 
neo-flow, xerographic continuous drum, 
smoke printing, photo-blow-back-print- 
ing, or another process on the drawing 
board will catapult us from current 
practice to the supersonic age of re- 
production. 


Principles— 
(From page 42) 


cations were installed as a result of the 
analyses made of procedures, work- 
place arrangements and work methods. 
These improvements are direct results 
of the analyses and mean considerable 
dollar savings, separate and apart from 
the increased productivity which re- 


sults from increasing employee incen- 
tive and measuring employee produc- 
tivity. 

Likewise, when performing an an- 
alysis of paperwork procedures, almost 
invariably duplications of effort and 
unnecessary operations and records will - 
be revealed which can be immediately 
eliminated, without the need for addi- 
tional or new equipment. These sav- 
ings will accrue, whether new equip- 
ment is obtained or not. Consequent- 
ly, in making the cost comparison of 
the two methods, it is not equitable to 
take previous historic costs and com- 
pare these with computed costs for a 
new system. First, those savings which 
the procedures analysis has made avail- 
able should be extracted from the his- 
toric costs. 

Summarily, before plunging into elec- 
tronics it is wise to review present pro- 
cedures, bring them up to date and 
keep them up to date, maintain pro- 
cedure manuals on a current basis— 
and be “on top” of the situation, This 
will assist in reducing clerical costs— 
and only after this has been accom- 
plished—should the acquisition of elec- 
tronic equipment be considered. 


INSTANT, AUTOMATIC, 
ADJUSTABLE... 


... and costs no more ! ! ! | 


Again Dependable's exclusive INSTANT, AUTO- 
MATIC ADJUSTABLE feature leads in office equip- 
ment. Both stand and chair have NEW plastic Phen- 
olic Base. You pay no more—yet, you get greater 
comfort and far more efficiency! Ask your dealer 
for free trial. If dealer not available, write — 


DEPENDABLE MANUFACTURING COMPANY 


1 


ie <9) 


New Factory at Bellevue, Nebraska ‘ 


92 FOR MORE INFORMATION USE READERS’ INQUIRY COUPON ON PAGE 98. 
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National Biscuit Co.'s Philadelphia Distribution 
Depot showing two 60 Unit, 5 Step Denominators. 


uses The DENOMINATOR 
| to analyze National Sales! 


How many Ritz Crackers, Premium Saltine Crackers, Fig Newtons 
Cakes, etc., were sold by National Biscuit Co. today? To answer the 
question accurately, tabulating clerks in each district office—working 
from agency sales sheets—quickly and easily record the units sold 
on The DENOMINATOR by kind or type. 


Daily totals are subsequently recapped into weekly 
and monthly summaries for review by Management. 


What's your counting-sorting problem? For further 


details and literature write Dept. OM-55 
DENOMINATOR COMPANY, Inc. 


261 BROADWAY, NEW YORK 7, N. Y. 


Manufacturers of Tabulating Machines for 40 year's 
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* e from mail desk 


‘ “4 . . 
\ 35 to executive suite— 


2 


the choice is APSCO! 


TP icisinitiiices office boy or 
President, the members of 
your “team” look to you for 
the finest equipment with 
which to function efficiently. 
The Executive likes the 
look, as well as the 
serviceability, of the Premier 
Portable on his desk; the 
Mail Room thinks the 4004 
stapler is indispensable! 

Of course they select — 
APSCO—AMERICA’S CHOICE! 


wea Products inc. 


9855 W. Pico Blvd. 


Write jor 
Bulletin OV-61 


OFFICE MANAGEMENT 


Keeps Wraps “in press," dry and aired 


—will not tip over. 


This efficient Office Valet No. S6) 
Costumer provides 6 spaced coat hang- 
ers, 6 ventilated hat spaces and an 
umbrella stand on a triangular floor 
base of 29/2" x 16". Other units ac- 


commodate 6 or 12 or 24 people. 


Write for bulletin OV—showing a 
complete line of efficient, space-saving 
steel wardrobe equipment for factories 
and offices. Everything from small 
knock-down racks to complete “locker 


rooms’ or checkrooms. 


VOGEL-PETERSON CO. 


1121 West 37th St. «© Chicago 9, Ill. 


September, 1955 
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| Srna BELL makes an 


The Business Game goes smoothly 


moves are signalled by 


Nu-Vise 
OJECTING 

PRSIGNAL 

for “Nertic® Ff 
Records ; 


Write for free color folders 
on Graffco Products. 


GEORGE B. GRAFF COMPANY 
54 Washburn Ave., Cambridge 40, Mass. 


HOUSEHOLD FILE 


INDEXED THREE WAYS: 


1. ALPHABETICALLY 

2. FOR INCOME TAX AND 
BUDGET PURPOSES 

3. MONTHLY 


Excellent 
Gift for 


Birthdays, Annivers- 
aries, Showers, as a 
party prize, or when a 
“thank you” remem- 
brance is appropriate. 


PRACTICAL and 
BEAUTIFUL 


Comes completely gift wrap- 
ped in cellophane, tied with 
a silk ribbon, gift card at- 
tached. It’s a natural for 
household records. 


Size 91/,” x 71/,” With Flap 


MAROON No. W315-M 
BLUE No. W315-8 
GREEN No. W315-G 
DAISY No. W315-D 


FOR MORE INFORMATION USE READERS’ INQUIRY COUPON ON PAGE 98. 


SEE YOUR LOCAL 
STATIONER 


OR WRITE 
SMEAD MANUFACTURING CO., Inc. 
HASTINGS, MINNESOTA 
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Catalo 8 Booklets Business Education Films 
5 ‘ ‘ Brochures Business Education Films, Film Center Bldg., 630 


for the of fice Ninth Ave., New York 36. Catalog, listing more than 
190 rental motion pictures on such subjects as accounting, 
banking, business arithmetic, consumer education, finance, 
insurance, office machines, office practices, personnel man- 
agement, secretarial practices, shorthand, typing, and vo- 
cational guidance. (6) 


Coin Counting Machines 

Abbott Coin Counter Co., 144th St. and Wales Ave., 
New York 54. 1956 catalog of coin counting machines and 
other related equipment. (1) 


. Rotary Card Files Photocopying = am 


. J Peerless Photo Products, Inc., Shore- + 
Diebold, Inc., 818 Mulberry Rd., S. E., Canton 2, Ohio ham, L. I., N. Y. Eight-page brochure re Ba,,? 
’ (Systems Div.), Twenty-page illustrated catalog, No. AL- on “Dri-Stat” dry-process photocopy- 7 H) 
' 2817 on “Cardineer” rotary card files and record systems. ing equipment and materials includ- oP a , 
(2) ing various models of printers and pro- aa P 
Mail Bags cessors, and various types of «es : 
Can-Pro Corp., 19 E. McWilliams St., Fond du Lac, Wis. 
Folder on “Security” canvas and leather mail bags, office Office Furniture ; 
distributing cases, mail bag carts and holders, etc. (3) The Feldman-Selje Corp., 910 E. Fourth St., Los Angeles 
A ee 13. The Feldman-Selje Collection—Catalog No. 4, an 
Plastic Bindings illustrated catalog showing the “Achievement Group” of 
Plastic Binding Corp., 732 Sherman St., Chicago 5. executive furniture, and the modular-type “Coordinator 
Booklet on “Plastico” bindings for books of all thicknesses Group”. (8) 
and spine lengths, The booklet itself has a Plastico binding. Ny BEY Seay eee 
(4) Numerical Data Printers” age er 
‘ Clary Corp., San Gabriel, Calif. (Electronic Div.) Two 
- y F ~ 
Accounting Machines folders containing specifications and describing applications 
Burroughs Corp, Detroit 32. Folder, in color, on the for two Clary Numerical Data Printers for business, in- 
“Director” accounting machine, with details of its various dustry, and laboratory, including parallel entry and serial 
4 controls and special features. (5) entry models. (9) 
i If further information is desired, use Reader Inquiry Card on page 98 
| | Fi ; & sigs 
‘ Order for your desk | 
ii a time-saving DESIGN 
i | d 
DUX "COMBI" FREE PROOFS 
New combination Tape Dispenser DIE 
and Precision Pencil Sharpener. | | ——— 
coe gg oe standard a : 
able ‘aror-sharp Blades. Any small _|MAIL US YOUR LETTERHEAD 
bose up to 4". the most prac: | | PROOF MAILED PROMPTLY 
tical desk gadget. No. 9559NB. 
See your stationer or wriie us | NO OBLIGATION 
direct. Orders shipped promptly. 0 ¥ 
athe UEWBERRY ENGRAVING Co. 
01 $0. REET - 
Dept. ¥.9, 675 Cooledse Av. | I 8 ? 20TH STREET - BIRMINGHAM 5, ALABAMA 
Atlanta 6, Ga. | merica’s Largest Engraver of Fine Stationery . 
‘ 
WILL BUY FOR CASH ? 
i BURROUGHS.............. . . . 
2 BURROUGHS —sENSiMATICS posed: 2G I00, F200, F300, “e400 
i N.C.R. PROOF & ANALYSIS... alo (i28), dal? (138), Poti (gy 
N.C.R. 2000 Class.................... 2340 
N.C.R. INSTALLMENT POSTING.“ gaza0e (SUP) A207 (642) eat (e30} 
MCR. D160 Class............00000e #31—10—10 (18) 20" 24, 700,000 & over 
a EL siciesuticecéa wes-tiehdunkdenhanouetale £28409! "£600,000 & over 
i REMINGTONS. WAGHINES chigd oo aio Gi AES 3¥75,000,& over 
af KARDEX CABINETS os pe remand St 
Advise Complete Model & Serial Numbers 
i for Our Quotations 
L. A. PEARL COMPANY 
bs Dept. 3M, 140 West 42nd Street New York 36, N. Y. || 
" BRyant 9-1459 Wisconsin 7-1220-1-2 | 
a DEALERS IN USED ACCOUNTING MACHINES | 
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Offset Manual 

Davidson Corp., 29 Ryerson St., Brooklyn, N. Y. Offset 
Reproduction and The Davidson Dual-Lith. A 110-page 
illustrated manual on Davidson equipment. Offered with- 
out charge to users who send the model and serial numbers 
of their equipment; $5 each for additional copies. (10) 


Steel Shelving, Etc. 
Precision Equipment Co., 3636 N. Milwaukee Ave., Chi- 


cago. Catalog on shelving, lockers, and other storage equip- 
ment. 


Air Purification 

Melco Sales, Inc., 301 Fifth Ave. So., Minneapolis. The 
Promise of Ozone, a booklet reporting on the use of ozone 
for air purification, preservation of perishable foods, control 
of mold, mildew, bacteria, etc., and describing the Air-O- 
Fresh Ozone Generator. (12) 


Water Coolers 

Cordley & Hayes, 443 Fourth Ave., New York. Four-page 
bulletin, describing, with illustrations, the company’s line of 
electric water coolers, with specifications and a guide to 
selecting a cooler. (13) 


Business Computer 

J. B. Rea Co., Inc., 1723 Cloverfield Blvd., Santa Monica, 
Calif. A 12-page brochure on the Readix general purpose, 
fixed and floating point computer for business data process- 
ing, scientific computation, and other purposes. (14) 


Luminous Ceilings 

Bakelite Co., 300 Madison Ave., New York. Luminous 
Ceilings Made With Bakelite Rigid Vinyl Sheets, an illus- 
trated brochure showing installations of luminous ceilings in 
offices, schools, libraries, and other organizations. (15) 


Plan Files 

Art Metal Construction Co., Jamestown, N. Y. Sixteen- 
page booklet on Art Metal Planfiles, for vertical filing of 
plans, drawings, blueprints, tracings, and sketches. (16) 


Digital Computer 

Logistics Research, Inc., 141 S. Pacific Ave., Redondo 
Beach, Calif. Four-page illustrated brochure on the new 
Alwac III automatic electronic digital computer, including 
a table of specifications. (17) 


Letterheads 

Gilbert Paper Co., Menasha, Wis. 
Brochure containing samples of letter- 
heads which won prizes in the Fifth 
Annual Lithographic Awards Compe- 
tition sponsored by the Lithographers 
National Association. (18) 


Card Filing Systems 

Art Steel Co., Inc., 170 W. 233rd St., New York. 46-page 
booklet on Vizidex filing line and other Steelmaster equip- 
ment, 


lf further information is desired, use Reader Inquiry Card on page 98 


The man who didn’t | s: 


WELL-APPOINTED 
Come to Dinner. .. ALWAYS 
The Guest 


Ask your stationer for prices 
WORK-A-DAY 
SCHEDULE-A-DATE 
The Calend 


Moral: Use your Keith Clark Desk Calendar to arrive 
«at important business and social engag t 
oo —calmly, efficiently, and socially relaxed. 


& 
w Keith Clark, Ime., 130 west 42nd st., New York 36, N.Y. 


s that work for you 


_THE INCOME TAX MAN 


will let you deduct the cost of busi- 
ness travel—but only if you have 


BEACH'S 
“Common Sense" 


EXPENSE BOOKS 


are best because you jot down the 
expense as it is incurred rather than 
later when a lot of it is forgotten. 

Mr. Stationer, recommend BEACH'S 
to your customers. They are now 
more important than ever! 


Beach Publishing Co. 


7238 Woodward Ave., Detroit 2, Mich. 


definite, itemized records to show him. 
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| FILE 


important cards 
ina 
CARD CADDY 


> » . 

ee A lost 
business card 

may mean 

a lost sale, 

wasted time, 

needless trouble. 

End your 

desk drawer clutter— 

file business cards 

in CARD CADDY 

for easy reference. 


$350 


AT LEADING 
STATIONERS 
AND OFFICE 
OUTFITTERS 


© High impact-strength silver-grey 
tic case — blends with any 
office furnishings 


74 © Aluminum drawer for easy, 
smooth action 


© One-piece quick-set and release 
plastic follower-block keeps all 
cards erect 
° ay tabs keep cards in 
easy-to-find order 

© Outside dimensions: 4-3/4°' wide 
3-1/8" deep, 9-1/2" long 
© 1,000 card capacity! 


A perfect gift for the busy ex- 
WA ecutive or housewife. Drawer 
panel may be imprinted with name or initials. 


Satisfaction guaranteed 
ae product of 
LA JOLLA INDUSTRIES, INC. 
4606-16 Santa Fe Street, San Diego 9, California 
FOR MORE INFORMATION USE READERS’ INQUIRY COUPON ON PAGE 98. 95 
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BH Excavations in your office 


» deel ede 


Unguarded furniture legs raise Cain with expen- 


te sive office floors. 
Bi If you’ve re-finished a floor lately, you know it 
ts produces a large pain in the pocketbook. And if you 


postpone the job, the worse your floor looks. 

Best way to prevent floor erosion is to use smooth- 
sliding Bassick Rubber-Cushion Glides. Broad, flat 
ee base of polished, hardened steel won’t mar floors. 

Live rubber cushion absorbs shock. A size for every 

need — adapters for metal-tubing legs. Call your 

We office equipment supply source 

= today. The Bassick Company, 

<2 Bridgeport 2, Conn. In Canada: 
Belleville, Ont. 

“Le Don’t forget casters! “Dia- 

he mond-Arrow” Casters make 

office chairs and furniture 

i roll at a touch. Double ball- 

i bearing action for easier 

; swivelling. Soft rubber or 
eet tough plastic treads. Types 


for metal or wood legs. 
4 v 
fon 


BD aawine MORE WHOS OF CASTERS... MAKING CASTERS DO MORE 
FOR MORE INFORMATION USE READERS' INQUIRY COUPON ON PAGE 98. 
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CLASSIFIED ADVERTISING 


Rates are |5c a word. Minimum charge $3.00. Payable in ad- 
vance. Address replies to all Box Number ads c/o OFFICE 
MANAGEMENT, 212 Fifth Ave., New York 10, N. Y. 


For Sale or To Buy Used Equipment IT TAKES TO DO 


WANTED—ALL TYPE OFFICE Machines, Filing Equipment, Office 


Furniture, Kardex, Acme, Postindex. Will exceed a manufacturer's 
trade-in allowances. Write Wire. National Office Equipment Co., 429 | WE L 
Broome St., New York, N. Y. 


MULTILITH, VARITYPERS WANTED. SOLD (guaranteed)., Type 
Fonts: get list. Adams Co., 656 Broadway, N. Z. Ks 8 ee Se 

REMINGTON RAND PUNCHED CARD and Tabulating Equipment AIDS THE EXECUTIVE 
wanted in working condition or separate wiring units. O.M. 197. 2 N-C is the smart-l ins, enscutive-type 
PAYROLL ACCOUNTING MACHINE—Burroughs No. B213523. Like a 7 
new condition, used one year. Valuable supply of forms included. Uni- Stapler never awkward, never un 
versal Match Corp., Box 526, St. Louis 3, Missouri. sightly. Its smooth, plier-type action is 


ELLIOTT ADDRESSING EQUIPMENT hugh quantity | 27-dwr.& always q-u-i-e-t. Portable, it stows away 
100-dwr. cabinets at low prices. Typewriters, Trays, attachments, etc. . . 
Abbott & Lind, 928 S. W. Stark, Portland 5, Oregon. flat in any desk drawer. Executives and 


secretaries prefer it that way. 


Positions Wanted SPEEDS THE FILING 


SXECUTIVE WITH 14 YEARS experience with leading loose leaf : N-C requires no table-top or file-top 
manufacturer as merchandise manager and sales manager interested in § M ! 2 

opportunity with dealer or manufacturer. OM 205. pounding — it works right in the hand. 
OFFICE MANAGER, now employed, 19 years experience, large com- Besides, it’s so much easier to staple-while- 
panies, huge mail volume, systems improvement, personnel, purchasing. filing. Faster, too. 

Now in Chicago area, will relocate. O. M. 206. 


Se = aes Se HELPS THE SALESMAN 


tie: we cncadatatis ey zs - N-C provides easiest way to keep field 
WANTED—Record Manager to take charge of classification, filing, reports, orders, memos, expense accounts, 
ee Se Ede Wenkain dpe, tapes poo nl bulletins, price sheets in proper order. 
we ee ee Convenient too, because it tucks away, 

flat and compact, into the briefcase or 


hip-pocket. 


Positions Available 


Business Opportunities & Services 
PHOTOSTATS: MATTE: 8%” x 11” .20; 11” x 14” .30; 14” x 18” .40; " SERVES THE STENO 
18” x 24” .80; Glossy: 814” x 11” .30; 11” x 14” .60; 14” x 18” .80; f 

18” x 24” 1.80. Prints made back to back. Work returned same day as She keeps her N-C in the well of her desk, 


received. Free samples on request. Standard Repro. Co., 135 W. 22nd leavi ’ 
St. N.Y. 11, N. Y. ving the desk-top free and clear. 


—$— * Quiet, easy-acting N-C invites constant 

TOP EXECUTIVES in Metropolitan New York look to Barkman Office i : d ng \ 

Equipment Service for top-flight furniture refinishing, file cabinet over- . use, guards against lost papers. 

hauling and re-spraying. Call REctor 2-2627. Barkman Office Equipment 

Service, 5 Beekman St., N. Y. 38, N. Y BENEFITS THE HOUSEWIFE 

WE DESIGN, EDIT—and Produce House Magazine for business organ- | F< . : 

ivations in the East—employee or external. We perform all editorial N-C provides the simplest fastening 

functions— see issue through to completion. Also skilled in_ preparation : 

and presentation of office reports. Kim Darby & Assoc., 5 Beekman St., — method for countless uses. Replaces pins 
oy: “T= and glue. Reseals containers. Aids in 


New York 38, N. 
cee ag {" ‘\ =o sewing. Affixes name tags, labels, etc. 
Makes party decorations and favors. 


: ' : ' 
Office Managers! Purchasing Agents! a 


Do you have idle office equipment for sale? point Staples are engineered to go together 


The classified section of OFFICE MANAGE- <a SO, Say: NS See oe 
offices...shipping rooms...stores... 


schools .. . factories ... and in the home. 


MENT can be of service to you. Our closing 
date is 5th of month preceding publication. 


OFFICE MANAGEMENT, 212 Sth Ave., N. Y. 10, N. Y. 


USE INQUIRY COUPON 


NEVA-CLOG PRODUCTS, INC. 
NEXT PAGE | Bridgeport 1, Connectcu 


0. H. Davison & Co. * Pacific Coast Rep., 
609 Mission St., San Francisco 5 
Canadian Staples Lid.—Montreal, Toronto, Winnipeg, Vancouver 
PARES (A ER RH 
FOR MORE INFORMATION USE READERS' INQUIRY COUPON ON PAGE 98. 
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INQUIRY SERVICE 


For subscribers to Office Management 


Get more informatien quickly... easily on 
New Products...New Catalogs...Helpful Literature 


This service is provided for your con- 
venience in obtaining complete infor- 
mation on the new products reporied 
in the editorial pages and in the ad- 
vertisements of this issue. Use this 
form also to obtain manufacturers’ 
catalogs and other aids reported in 
this issue. New products reports, 


catalog offcrs and other aids all have 
numbers assigned to them in bold 
face type wherever they appear in the 
editorial columns. Advertisements are 
identified by their respective page - 
numbers. Fractional advertisements 

are further identified by the initials 
of the advertiser. P 


Simply circle the respective numbers in coupon below! 


Just circle the numbers on which you want further information; fill in your 
name and address below, tear out and mail to Office Management. Our office 
will forward your inquiries promptly to the respective companies concerned. 


Send off this blank ... for prompt service 


OFFICE MANAGEMENT 
212 Fifth Avenue, New York 10, N. Y. 


Please forward to the respective companies, our request for further in- 
formation on the items we have circled below. There is no obligation to us 
for this. We understand this is a service to us as a subscriber. 


SEPTEMBER 1955 ADVERTISEMENTS 


(Circle respective page numbers on which ads appear) 


SEPTEMBER 1955 NEW PRODUCTS 
ITEMS, CATALOGS AND OTHER 


Qnd Cover 39 72 87 IDC AIDS 
3rd Cover 40 EFP 73 87 LL (Circle respective item numbers) 
4th Cover 


PPP 74 88 


E-1 G-1 


oo 


‘ 
54 78 API 91 GMC E-2 G-2 10 ; 
8 55 7 91 WRR E-3 G-3 ll : 
9 6 80 92 DMC ; 
10 57 81 92 DCI E-4 G4 12 
ll 58 82 93 API E-5 G-5 3 1 
12 59 83 93 GBG F-1 1 1} ' 
13 60 84 SC 93 VPC F-2 2 13 
14 61 84 MI 93 SMC “ - 
15 62 85 ALC 04 FB F-3 3 
16 63 85 EKO 94 LAP F-4 4 
17 65 86 CI 94 DEC F-5 5 
18 67 85 HC 95 BPC F6 6 
35 68 85 SW 95 KCI F7 cs 

° i 
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September 1955 Issue. ' 
Office Management 


Address 


> 
ee 


This inquiry form good 
until October 15, 1955 
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SHE’S TAKING NOTICE 


»-»-:imstead of giving it 


AND NO woNnpDeR! She can do a full day’s work . . . at top efficiency. . . with minimum 
fatigue . . . thanks to her Art Metal Correct Seating Posture Chair. Here’s why: 


1. “TILT ACTION” SEATS: The greatest comfort feature ever offered in 
any office chair...exclusive with Art Metal in aluminum chairs. The seat tilts, but the user's 
feet remain squarely on the floor, eliminating the discomfort of cramped muscles. 


2. “LIVE ACTION’’ BACKS: ‘Self-adjusting back “gives when user leans 
backward. The “Live-Action” back follows the inclination of the spine and maintains sup- 
port at all times. No hand adjustment required. 


A LIFETIME OF SERvVicE is built into every aluminum posture chair. Superior features of 
Art Metal construction include these and many more — 


Hardened aluminum frame with 
anodized and varnished aluminum sur- 
face. Natural satin finish is permanently 
resistant to stains, scratches and marks. 
Will not smudge white clothing or 
shoes. 


Welded tubular construction... 
gives extra strength, smooth rounded 
corners. 


One-piece aluminum base con- 
struction is strongest made...combines 
styling with utility. 


Permanently lubricated swivel bearing 
never needs oiling. 


Easy-rolling plate-type rubber casters reduce 
floor wear... give extra-long life. 


MAKE THIS TEST Yourself: 


Just st in an Art Metal Office 
Chair . . . lean back and r-e-l-a-x ... 
see what comfort really is. But to 
find out what it can mean in reduced 
fatigue and stepped-up work in 
your office, why not let your secretary 
try the Model 709A chair 
illustrated — with our compliments 
— for a week? We guarantee 
she'll never give it up! . 
Call your Art Metal dealer or branch | a \ 
office —see the “yellow pages” os 


—or write us. 


ART METAL CONSTRUCTION COMPANY 
JAMESTOWN 10, New YorK 


@ rinv out now 


how much office work output 

a On correct seating. ; : . WS Sent cakes 
Ge | the hallmark 
(] Correct Sitting Posture: of the @aeet 

Its importance to Health, i ‘ ; . —— ae hn ots 

Appearance, Work Production ; ’ : _— n office 
and Office Efficiency ; aa) : - equipment 
[] Art Metal Aluminum Office \ : ~ and systems 
Chair brochure 


© 1955 4. ™.¢. co 
GENERAL OFFICE AND EXECUTIVE DESKS - CORRECT-SEATING ALUMINUM OFFICE CHAIRS - FILING EQUIPMENT - WABASH FILING SUPPLIES - POSTINDEX VISIBLE INDEX CABINETS AND SYSTEMS 


FOR MORE INFORMATION USE READERS’ INQUIRY COUPON ON PAGE 93. 


ie 

eh 

aaa 

“fal 

ee ‘a 

ag 

a a7 

q 

. 
ee va 

7 

Di ‘ pe rg 
[ co 

; / \\ i 

| \ i | XE 

y , eS” = - N 

¢ < = _ 3 Zs ‘ ‘ai 

‘ fi ae 2 - =e F me) y ; si r ‘ i : t 

bir, i a 

” ; : M4, 4 

| J a 

mre 

‘ ’ “ q 4 ” —— A a 3 ; 

" Ae ~~” *} N ‘ i 
¢ ” on 
es «ii “ead 

" i ‘a 
aa 

; ae 

oe 

} we 

ee ol 

fp —C;isSC‘(SCC‘és Pa 


w ndsies wobble, 
costs only *4.95 


Underwood’s new Desk Stabilizer eliminates 


desk vibration, turns a wobbly typewriter platform 


into a firm, steady typing support. 

Eye strain, frayed nerves and vibration errors 
are reduced; higher quality work is assured. 

Ask your boss or office manager for the new 
Underwood Desk Stabilizer. It’s a sure way to get 
better work out faster with less fatigue. Order 
the new Underwood Desk Stabilizer from your 
Underwood Office. You'll find the number in 
your phone book. Order yours today! 


Adjusts from 17 to 31 inches 

Automatic, self-locking mechanism 
Instant finger-tip release 

Smooth, no-snag, all-metal construction 
Positive support . . . no slippage 
Supports over 200 pounds 

Telescopes to fit in any desk drawer 


Mar-proof rubber top bumper and floor base 


go 
\ = 


CORPORATION 


FOR MORE INFORMATION USE READERS' INQUIRY COUPON ON PAGE 98. 
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